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ABSTRACT i - 

I This crlossary contains terms and defihitiojisfcif ou<pd in 
the handbooks of standard educational terminology 'thfat constitute thte 
State Educational' Records and Reports Series. By serving as a quick* 
alphabetical reference -to terms and definitions, it is intended" to . 
promote comparability and compatability of recorded an,d reported 
educational inf prmation. Terms are presented in alphabetical order, 
followed by theii; definitions and a roman-numeral code that* 'indicates 
which of the 1V handbooks corirtain each term and definition: Terms 
relating. i?o s.ub ject-matter areas are; referenced to the appendix, 
"Which is a reproduction of chapter 6\of the handbook. Standard * 
^Terminology f or '^Curriculum and Instruction in Local and State School 
Systems. (Aujthor/JG) ** ' - % 
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FOREWORD 



This Combined Glossary contains terms arfd their definitions found in tha handbooks of 
stamtygl educational terminology constituting the State Educational'* Recofds jrnd 
Reports Sertes. It is a timely publication to be used as a quicrk alphabetical reference to 
terro^and slcfuutiuns, thus promoting an achievement q£ comparability and compatibility 
of recorded and reporte^educational information. - 

When the r& were only a few of the handbooks of standard educational terminology, it 
was relativejy easfr to locate 'terms and their definitions. Now, howbver, with the growing 
shelf of cooperatively developed handbooks, users are faced with increasing difficulty in 
finding the terms and definitions they want and need for improved educational records 
and reports. This Combined Gl&ssary presents handbook terms in alphabetical order, with 
their definitions, enabling users of the handbooks to find not only the defined terms, but 
also *to associate them, with th<h handbook or handbooks in which they aje published and 
classified. , * , 

Tins Combined Glossary has been dqydJoped by the statf of tha Educational Data 
Standards Branch, National Centpr for feducation Statistics. Extensive work was required 
to do 'essential cross-referencing, to resolve problems of arrangement of multiworded 
terms, and to develop the coding to show Ihc chronological sequence of definitions. 

.Special credit is due to Ivan N. Scibert, who directed the project, and to W. Dale 
Chfsmore and Dorothy T. Letu for their able assistance in the process of compiling and 
editing. t ' 

Maintaining the Combined Glossary is a continuing responsibility of the Educational Data, 
Standards Branch. Even as this first e'dition is .published, new handbooks of standard 
educational terminology arc ncanng completion. Their denned terms will be included in 
subsequent editions of the Combined Glossary. 



Absalom Simms % Allan R. Lichtenberger 

Director, Division of . Chief, Educational Data 

Intergovernmental Statistics - Standards Branch 
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* * * " 

TheTWerms and Vlefinitions* contained in this Glossary are taken primarily froh I 
handbooks of the State Eduqational Records and Re'porjs Scries. Those handbooks, with 
Roman numeral codes, are listed below in sequential order. ' 
• ^ 

1 Vie Common Core of State Educational Information r 

■ . s — 

IJ Financial Accounting for- focal and State School Systems -Standard Receipt and 
Expenditure Accounts ' ^ 

III Property Accounting for Local and State School*Sys{ems '4 

1 s < 
1 IV Staff Accounting for Local and State School Systems * '* 

■ * 

rV Pupil Accounting for Local and State School Systems* 
IIB Principles of Public School Accounting 

VI Standard Terminology for Curriculum and Instruction in Lo&il md State School 
Systems %v m . 

VII Hie State Education Agency * # * • 

II R Financial Accounting-Classifications aifd Standard Terminology' for Local and 
S)ate School Systems (Revised) 

< \ < > 

IVR Staff Accounting -Classifications and Standard Terminology for Local and State 
School Systems (Revised) , 

V]l A Handbook of Standard Terminology and a Guide for Managing Student/Pupil 
Daia'in Elementary, Secondary, Community /Junior College, and Adult Education 
. (Revised) 

*> # 

A. few terms and definitions, not found in the above handbooks, are taken from 
unpublished Handbooks VIII (Community Characteristics) and IX (Adult/Continuing 
Education), definitions marked "Unpublished" should be considered as provisional at 
•tins time. Such definitions .will be reviewed cooperatively in subsequent handbook^ 
development or revision. Terms relating to subject-matter areas are referenced to the 
appendix for definition. The appendix is a reproduction of chapter "6 of Handbook VI. 

! 

Following each definition, the Roman numerals show sequentially, from left to right, the 
handbooks which contain that term and a defit iion.of the term. A comma (,) is used to 
separate handbook numbers when there was no change in the definition. A dash (-) ; s 

VII 



used to separate handbook numbers when there was a change in the 'definition. The last 
number in the series indicates the source of the definition which appears in this book. 

For example, (I, II, VH-VR) would mean that the term \vaa defined identically in 
Nandjwoks \ m II, and VII, 'he term wa* redefined (changed) jn Handbook # VR, and the 
definition contained in this Clossafy is taken directly from. Handbook VR (the latest' 
handbook in the series to define that particular term). 
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''A GLOSSARY OF TERMS AND DEFINITIONS 
PRESENTED IN THE HANDBOOKS OF THE STjVTE 
EDUCATIONAL RECORDS AND REPORTS SElRIES 



-A- 



PROPERTY-See PROPERTY 



ACCOUNT, 

. * COUNT. ♦ - 

ABATEMENT-A reduction of a previously recorded, 

expenduure'or receipt item fay such things as refunds, ' .ACCOUNT, SUMMARY -See SUMMARY ACCOUNT: 
rebatec, and collections for loss or damages to sciiool ■ 
property. (II, 1IR) 

* 

ABSENCE (student)-Nonatiendanqe of a student on a 
day or half day when school is- in session." Tins 
frequently is counted to the nearest half day or hajf * 
session. (V, VR) See also DAY OF ABSENCE and 
SESSION. 

ABSENT (staff)-iNot performing assigned duties 
■ during the hoars of fhcday when such duties ^re to be 
performed. (IV) 

ACADEMIC YEAR*-&e REGULAR SCHOOL TERM. 

ACCELERATED PROMOTION-A promotion indi- 
cating progress whjch Is more rapid than the usual' 
practice; this may involve a "double promotion" (two 
grades* progi^ss in one y -r) or some other arrange- 
ment for promoting ^a child at a rate more rapid than 
ono>grade per year. (V-VI) # * • 

ACCELERATION-The completion, of a prcc^ter- 
mined amount of schoolwork in less time than is 
required normally. (VI) 

ACCESSIBILITY-In land ure, a measurement of the 
spatial distribution of activities about a point, adjusted 
for the ability and desire of people or firms to 
overcome physical separation. *( Unpublished VIII) 

* t « • 

ACCOUNT-A descriptive heading under which are 
recorded financial transactions that are similar in term? 
of a given frame dereference, such as purpose, object, 
or source. (IMIB.IIR) 

ACCOUNT, CONTROLLING-^*? CONTROLLING 
ACCOUNT. 




^CCOUNTABILITY-Tlie'capability and the responsi- . 
bflity to account for the exponditurtf of money and the 
commitment of othc^ resources |i\ terms- of the results 
achieved. This involves both the stewardship of rfioney 
and other resources and the evaluation of achieveme- * 
initiation to specified goals.*(VII, IIR, IVR) 

^ACCOUr^TANT-A person who, by virtue .of education 
and experience, is competent to (I) %sigr loccountirtg 
systems; and (2) record,, classify, Hnw summarize 
financial transactions and interpret and report on the 
-results of financial operations, and on the financial' 
* status of the school district. (iV-IIB) 4 v - 

AcfcoUNTJKG-The procedure of maintaining syste- 
matic, records of happenings, occurrences', and evepts 
relating to persons, objects, or mon'ey and summar- 
izing, analyzing, and interpreting the 'results of such 
records. (IV-IIB-VII, IIR, IVR-VR) " ' \ 

ACCOUNTING (subject ma(ter)-S<?<?appendix,.p. 150. 

ACCOUNTING AND COMPUTING OCCUPATIONS 
(subject matter)-6te appendix., p. 230. " \ 

ACCOUNTING, COST-&<? COST ACCOUNTING. 

ACCOUNTING, FINANaiiL-S<?<? FINANCIAL AC- 

COUNTING. . ' 
* # 

ACCOUNTING, MEMORANDUM-See MEMORAN- 
DUM, ACCOUNTING. 

ACCOUNTING, PROPERTY -See PROPERTY AC- 
COUNTING. 

ACCOUNTING, SINGLE FUND-Sec SINGLE FUND 
ACCOUNTING. * 
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ACCOUNTING, STAFF-.** STAFF ACCOUNTING. 

. " ACCOUNTING,. V TUDENT-S<?e STUDENT AC* 

• COUtfnNG. \ * ' •„ 

ACCOUNTING ASSIGNMENT-Aii assignment to dc • 
t sign and maintain financial, staff, pupil, program,, or 
property records: to summarize, analyze, or verify such 
records; and/or to control and certify expenditures and 
receipts. (IV-IVR)- 

ACCOUNTING LEDGERS^ LEDGER. 

ACCOUNTING PERIOD-A period at the end of 
^ which and for which financial statements are prepared;' 
for example, July I to June 30. (II-HB-IIR) 

t 

ACCOUNTING PROCEDURE-The policy and systc- 

• niatic arrangement of methods and operations; and the 
flow of documents Tor recording. accounting informa- 
tion So as to provide internal control and produce 
accurate and complete records and statements. (IIB) 

ACCOUNTING SYSTEM-The total mechanism 0 f 
records and procedures of recording, retrieving; and 
reporting information ' on the financial position and 
operations of a governmental U nvf or any classifying of 
its funds, balanced amount groups, and organizational 
components. (irB-IIR, IVR) 
v ' 

ACCOUNTS,* >DVANCE>iENT-5ec ADVANCE- 
MENT ACCOUNTS. / ' ^ 
«• ■ 

ACCOUNTS, BALANCE SHEET— 5e<? BALANCE 
SHEET'ACCOUNTS, 

ACCOUNTS, BUDGETARY-.** BUDGETARY AC- 
. COUNTS. " v 

ACCOUNTS,^ CLEARING-Sei? CLEARING AC- 
COUNTS, 
v 

ACCOUNTS, FUND-See'FUND ACCOUNTS. ' 

« 

ACCOUNTS, SUBSIDfcRY-&>e SUBSIDIARY AC- 
COUNTS. ^ 

ACCOUNTS PAYABLE-Unpaid* balances or invoices 
which are due and owing to private persons, firms, 
governmental writer others. (IMIB-VII) 

ACCOUNTS v RECEIVABLE-Amounts owing an open 



- account from private persons, firms; or corporations 
for-goods arid services furnished -by "an 'LEA (but not 
including amounts due' from other funds or from 
other governmental units). Although taxes receivable 
are covered. by this, term, they should' be recorded and 
reported separately in„ the Taxes Receivable account 
(1MIB-VIMIR) 

ACCREDITATION- An official decision by the State 
department of education, dV another recognized agency 
having official authority, that; in its judgment, the unit 
has met the/ established standards of quality (which 
may or may not have, legal status). (IV- VI) 

ACCREDITATION ,STATUS-That status held by an 
institution on the basis of evaluation by State, regional, 
^national, or professional accrediting agencies. Accredi; 
tatitin status refers to the accreditation of life institu- 
tion granting credits^earned by the staff member for ' 
, certification purposes. (IV) 

ACCRUAL fiASIS-The basis of accounting uifdec 
which revenues are recorded when earned' or when, 
levies are made, and expenditures are reco/ded as soon 
as they -result in- liabilities, regardless of when tl/e < 
revenue is actually received or the payment is actually 
ma&. (IMIB-VII, \\K) See also CURRENT EXPANSE- 
ESTIMATED REVENUE; and EXPENDITURES! 

ACCRUE-To record revenues when earned of when 
levies are made, and -to 4 record expenditures as soon as* 4 
they result in liabilities, regardless of when the revenue 
is actually received the payment is actually made: 
Sometimes, the 'term is used in a restricted sense to. 
denote the recording of revenues carried but not yet 
due, such as accrued interest on investments and the 
recording of expenditures which result in liabilities that * 
are payable in another accounting pcriodAuch as 
accrued interest on bonds. (IMIB»VII,'IIR) See also 
ACCRUAL BASIS; ACCRJJED EXPENSES; AC- 
CRUED LIABILITIES; and ACCRUED REVENUE. 

• > 
ACCRUED EXPENSES-Expenses which have been 
incurred and have not been pai,d as of. a giveri date. 
(II-IIB-VIMIR) See also ACCRUAL BASIS and AC- 
CRUE, (f- 

ACCRUED INTEREST-Inferest accumulated between 
interest dates but not yet due. (H-VJMIR) 

ACCRUED INTEREST ON INVESTMENTS PUR- 

'CHASED-Interest accrued on investments between 
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the last -interest payment date and date of purchase. 
The account; is carried as an asset until the first interest* 
payment date after date of purchase. A? th# time an" 
entry iSinadc debiting account Caih anil crediting the 
Accrued Interest on Investments Purchased account for 
the amount of interest purchased and an Interest 
Earnings account for f - balance. (IIR) % 

ACCRUED INTEREST PAYABLE-Jnteresf which is 
di^e and payable and has been recorded in the Payable 
accounts as an expenditure but for which payment has 
not been made. (FIB) • t 

, ACCRUED INTEREST RECEIVABLE- Interest which 
Ins been earned and has been recorded as revenue but 
which has not been collected. (II Bf 

* * ~~ 

^ACCRUED LIABILITIES- Amounts owed but not 
yet due, for example, accrued interest on bonds jor 
notes. (II. VII, IIR)' See also ACCRUED EXPENSES. 

ACCRUED REVENUE-fLevies madcor other revenue 
* earned and not collected regardless jf whether due cr 
not.(II-IIB.VIMIR) 

ACHIEVEMENT TEST-Aii examination that meas- 
. ures the extent to which a person has aajuned certain 
mfomfation or mastered certain skills, usually as a 
result oPspecific instruction. (VR) ♦ i 

V 

ACQUISITION OR IMPROVEMENT . OF FIXED 
ASSgTS-The service area consisting of those activities 
which liave as their purpose acquisition of fixed assets, 
additions to fixed assets, and improvement, of fixed 
assets. Jt consists of such activities as purchasing initial^ 
or additional equipment, 'buildiifgs, and land; re. 
n odehng buildings, initial installation or extension of 
service systems and other built-in equipment, construc- 
ts tion uf new buildings 01 additions to buildings, 
improvements to sites, and manufacturing initial or 
.additional equipment. (IV) 

ACTIVE MEMBERSHIP STATUS-The membership 
status of 'students who have attended classes during a 
given school term a*nd have net withdrawn or been 
assigned to inactive status because of being absent for a 
given number of consecutive days, (VR) - » 

ACTIVITIES (board members./staff)-The purposeful 
•--actions on the part of buaid inembc.s ot staff members 
in carrying out their respective responsibilities. (IV- 
VII) 



ACTIVITIES, COCURRICULAR-&* COCURRICU- 
LAR ACTIVITIES. . 

ACTIVITIES, EXTRACllASS-Se? COCURRICULAR 
* ACTIVITIES. 

ACTIVITIES, JUDICIARY-Jee JUDICIARY ACTIVI- 
TIES. , ' * , 

. V ' 

ACTIVITIES, N0NSCHG0L-5tv NONSCBOOL AC- 
iIVITIES. ' 

, •>»» " 

ACTIVITIES, SECONDARY ECONOMIC-See' 
.SECONDARY ECONOMIC ACTIVITIES. 

* * . * 

ACTIVITIES, STUDENT BODY-Sce STUDENT 
BODY ACTIVITIES. 7* 

ACTIVITIES, WELFARE r See WELFARE 9 ACTIVI- 
TIES. ■ * • ; 

4 ~ 

ACTIVITY ASSIGNMENT e CLASSIFICATIOM-A 
classification of staff assignments by groupings 6f 
0 activities which aro recognized as being much alike in 



their na 



ure. (IV) 



ADA-A term referring to average daily attendance. (V, 
y&) Set also AVERAGE DAILY ATTENDANCE. 

J ' .* s 

"ADAPTED (room)-A /oom that has been changed' 
through physical modification, such ixs movement of 
fiJCed walls or partitions', the installation of special 
built-in equipment designed'for the type of instruc- 
tional activity that is to be accommodated in the loom, 
of removafof built-in -equipment. XUI) „ 

ADDITIONS TO PROPERTY- Land and buildings thai 
add to the area of existing land at\d buildings, and 
•equipment items that add to the existing nu/nber of 
equipment items. Hie term also includes attachments 
1 added ~to individual pieces of equipment already on 
hand. It does not include replacements of equipment/ 
See also REPLACEMENT OF EQUIPMENT. 

* „ * 

ADJUSTED ROUTING PATTERNS- An adaptation of 
the normal school bus routings to return to thiv 
homes those students involved in school activities in 
' after-school hours. (Unpublished VIII) 

ADJUSTING ENTRIES Entries made at the^end of an 
accounting period fo bring accounts up- to date. For 
example, a school district may have prepaid insurance; 
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that portion of the prepayment winch pertains to the 
accounting period is changed tor expenditures by an e 
adjusting entry which debits Expenditures and credits 
Prepaid Insurance. (IIB) 

; ADM-A term referring to average daily membership. 
(V, VR) See also AVERAGE DAILY MENIB^RSHIP. 

ADMINISTRATION-The acubf-managing or directing 
the activities of.an LEA or a portion of thes<* activities. ' 
k (MIJII-VIMIR-IVR) t , 

ADMINISTRATION AREAS-Building areas devoted 
to school business -activities, pupil personnel manage- 
ment, or public relations where such areas are not 
designated for other purposes. (Ill) * 

* "ADMINISTRATION BUILDING-A buildings usea pri^ 
marily for housing personnel and equipment engaged in 
activities which have as their purpo^ the tgeneral 
.regulation, ilirection, and control of the affairs of the 
school district that arfr systemwijle and not confined to 
one school, subject, or narrow phase of school-activity 
("0 * . > 

ADMINISTRATIVE ACTIOM-Any action which re- 
; suits in the general regulation, direction, or control of 
tjic affairs of :he organizational unit. (.VII, IIR, IVR) 

• n • 

. ADMINISTRATIVE ASSISTANT ASSIGNMENT^ An 

assignment to perform activities assisting an executive 
officer in performing his assigned activities in the local 
education agency, (IV-II R, IVR) 

/ 

ADMINISTRATIVE INTERN ASSIGNMENT- An 

assignment to ^rfomi activities which are a part of an 
internship plan during which the staff member'V 
supervised periodically and hi^perfomiance evaluated 
(IIRJVR) 

ADMINISTRATIVE JURISDICTION-A geographic 
area used a$ the basis for performing one or more 
administrative functions. Examples: county, town, 
sewfcr district, water district, schooj district, police 
precinct. (Unpublished VIII) 



ADMINISTRATIVE STAFF. MEMBERS. PER 1,<KJ0 - 
STUDENTS IN AVERAGE DAILY MEMBERSHIP— 

The pumber representing the total full-time* equiva- 
lency of principal assignments, assistant principal 
assignments, central administrative stuff assignments 
(including area administrators and their staffs)* and 
assignments for supervising, managing, and directing 
academic departments in the school* during a given 
period' of time, multiplied by 1,000 and divided by the # % 
average daily membership Of students during this X 
period. (VR) ' x 

v * 

ADMINISTRATIVE UNIT- A geographic area which, 
for specified public school purposes, is under the 
control of a board of educa{ion\nd the supervision Qf 
one or more administrative officers* (I, IV V-VI VII 
VR)V 

ADMINISTRATOR-A staff member who has been 
given the responsibility to manage or 'ljrcct the 
activities of an LEA or portion of these activities 
(IVR) , 

* # * 

ADMISSION TEST- An examination used in the ad- 
• mission pr5<rca\rte. It may be used as a part of the 
selective admission procedure to an educational institu- 
tion or, as in some public colleges?, as a device for 
.validating work of doubtful quality. (Vl() 

ADMISSIONS-Money received for a school-sponsojed 
activity such as a dance or football game. Admissions 
may be recorded' in separate accounts according to the. 
type of activity. (IIR) 

*ADULT-An individual who has reached a specified 
minimum legal age o"f adulthood, usually 18 years. (IV, 
V-Vl) See also LEGAL ADULT. 

ADU.LT BASIC EDUCATION-Lcarging experiencer 
concerned with the fundamental tools of learning for 
adults who have never attended schoifr or who have 
interrupted, formal schooling and need this knowtedge 
and these skills io'raise theirMevel of education to 
increase self confidence, and/or self determination, to 
prepare for an occupation, and to function riiore 
responsibly' as citizens. in a democracy. (VUIR, IVR) 



ADMINISTRATIVE PERSONNEL-Staff members on 
die LEA payroll who are primarily engaged in activities 
#which have as their purpose the general regulation, 
. direction, and control of the affairs of the LEA. (II, 
.III-lV-IIR-IVR)- 



ADULT/CONTINUING EDUCATION-InstructiOn -de- 
signed to meet the unique needs of adults and 
youtfi-beyond the age of compulsory sciiool at- 
tendanqe-who have either completed or interrupted 
their formaj educatiOQ* This may be provided by a 



'school system, college, or other agency or institution 
(including^ a technical nistijutc or area vocational 
school) through activities and media such as formal 
classes, correspondence study, radio, television, lec- 

% turcs, concerts, demonstrations, and counseling. (IIR, 
IVR-VR) * . 

ADULT/CONTINUING EDUCATION PROGRAM- 
Hie program of instruction proyded by a community/ 
junior college or adult/comin>»iiig education instruc- 
tional organization for adults and youth beyond the 
age of. compulsory "school attendance, including work 
toward a test of general educational development. 
(ifR-VR) 

ADUI-T/COHT1NUING EDUCATION TUITION- 

Moncy, received as tuition *for, students attending 
adult/continuing education clause*. Separate accounts 
max be maintained for tuition received for residents 
.and f~r tuition received fqr nonresidents. (IIR) 

ADULT EDUCATION-(l^V.VI.VU.VR) See 
ApULT/CONTINUING EDUCATION. 

ADULT. EDUCATION PROGRAM- A program of irt- 
struction primarily for adults and youth beyond the 
age of compulsory school attendance. (V-Vij See also 
t ADULT EDUCATION and ADULT/CONTINUING 
EDUCATION PROGRAM. 

ADULT LEARNER-An adnlt who is enrolled in any 
course of study, whether special or regular, to develop 
new skills or qualifications, 6x improve existing skills 
and qualifications. (Unpublished IX) 

i * 

ADULT SCHOOL-A separately organizeiftsChopl pro- 
viding instruction for adults and youth beyond the agje 
- of compulsory school attendance. (V-Vl, VR) 

AD VALOREM TAXES LEVIED BY - ANOTHER 
GOVERNMENTAL- UNIT- Taxes 'levied for school 
purposes by a governmental unit other than the LEA. 
The LEA»is not the fina! authority, within legal limitr, 
in determining the amount to be raised.' For example, 
after an LEA has determined that a certajn amount of 
revenue is necessary, another governmenial^unit may 
exercise discretionary power in reducing or lhereasing 
the amount. Separate accounts may be maintained foT 
real property^and for personal property. (IIR) 

AD VALOREM TAXES LEVIED BY LEA-Taxe* 
levied by an LEA on the assessed valuation of real and 



personal property' located within the LEA which, 
within legal limits, is the final authority in determining 
the amount to be .raised for school purposes. Separate 
accounts may be maintained for real property and for 
personal property. (IIR) ; - 

ADVANCE FROM "A" FUND-A liability account 
used to record a debt owecTby one fund to another 
fund in the same governmental unit^ It is Recommended 
that separate accounts be maintained for each in- 
terfund receivable loan. (IIR) 

ADVANCE TO M A" FUND— An asset account used Jo 
record 'a loan by one fund to Another fund in the s\me 
governmental unit- It is recommended that separate 
accounts be maintained for each interfund receivable 
loan. (IIR) - 

ADVANCED ADULT EDUCATION PROGRAMS- 5. 

Learning experiences designed to devc' *p the knowl- 
edge, skills, appreciations, attitudes, and behavioral 
characteristics considered to be heeded by adults who, » 
having completed or interrupted formal schoolin^Kave 
accepted adult roles and responsibilities andyfre pre-^ 
paring for postsecondary caree/s and/or posWecond^rJ^ 
education programs. (IIR-IVJ^) ' S 

/ y' 

ADVANCED PLACEMENT COURSE-A course in- 
tended to provide upper-grade secondary school pupils 
with college-level instructiqjfto enable them, frequent- 
ly upon the succes§fuKcompletior of an examination, 
to bypass the usual initial college course in this 
subject-matterarea and begin their college work with a 
more advanced courseiand possibly with ^ome* college 
credit. (VI)- 

ADVANCED. PLACEMENT TEST -An examination \o 
measure the achievement *of a student in a subject- 
matter area which may qualify him to bypass the usual 
initial college course in this V ea and begin M s c °lkge 
work with a more advanced course and possibly With 
some college credit. (VR)' \ 

ADVANCEMENT ACCOUNTS-^ REVOLVING 
FUND. 

ADVERTISING AND SALES PROMOTION (subject 
matte*) -See appendix, p. 1'52. 

ADVERTISING SERVICES (subject matter)-Se<? ap- 
pendix, p. 163. 
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ADVISORY COUNCIL-A group oP [persons appointed 
under legislative ouregulatory authority,* to provide 
^dvice, consultation, or counsel in one or more areas of 
concern.. Such council may be temporary -to aeeom- 
•phsh a specific preeoneeiyed purpose -or it may be of a 
- standing or permanent nature. (VI- Vll£ 

/ 

AGE AS OF SEPTEMBER 1-As used in student 
records, age -ar last birthday on or prior to September 
I. Age may be recorded anjl reported by years, i.e., ap 
oftkhil school tige reported as jTyears nvean^ that the 
child* has retched 'his eighth 4>lrthday on or prior to 
September 1, but has not reached his ninth birthday. 
Age also may be recorded and reported by years and 
months, as of September I, or by birth date. Age may- 
be v^rjficjd by a> document such as a birth certificate, 
parent's affidavit", hospital certificate, agejeertificatei- 
CDtiy in family , Bible, baptismal certificate; passport, 
and previously verified school reeord.^(I-Y-VR) 

AGE CERTIFICATE-A, legal statement from a bureau 
ot vital statistics . or similar agency certifying the date 
of birth of an individual. (Vy'See also- BIRTH CERTI- 
FICATE. 
* 

* . /AGE-GRADE DISTRIBUTIOftfe-Thc number or per- 
centage of students of each age tn each grade, usually 
prcsArted rn an age-grade distribution tablef(V, VR) 

AGE OF COMPULSORY SCHOOL ATTENDANCE- 
See COMPULSORV SCHOOL ATTENDANCE AGE. 
> 

AGE-SPECIFfc BiRTH RATE- Births. during a specific 
calendar >ear to women uf a given agfc, divided by the 
midyear ndmber of women of that age, and the result 
. multiplied by 1,000. (Unpublished) 

. | 

AGE3PECIFJC DEATH*RATE-Dcaths during a given 
calendar year of person^ of a given age divided by the 
midyear number of persons of that age, and the result 
multiped by 1,000. (Unpublished) 

AGENT -One who represents, acts for', and accounts to " 
another. The powers of a general agent are broad. He 
initiates transactions in the name of his principal and 
^ carries on operations within a large discretionary area. 

Hi-; functions often reserve tl ose of a general 
•manager. A special agei^, on the other hand, is 
.restricted to the performance of a single act or the 
- Aonduo^ofa single tragsaction. (IIR) 

AGGREGATE DAYS ABSENCE-The sum of the days 



of absence of all students when school is in session 
during a given reporting period. Only days on which 
, the students are under the guidance and direction of 
teachers shojuld be considered as days m session. {UV 
VRlSee also DAY IN SESSION. ^ 

AGGREGATE DAYS ATTENDANCE-The sum of the 
days present (actually attended) of all students when 
■school is in session during a given reporting period. 
Only days on which the students are underlie' 
guidance and direction of J teachers should be con- 
sidered as days in session. (I, H, IV, V, VII, IIR; IVR, 
VR) See also DAY IN SESSION and ' DAY OF 
ATTENDANCE. . 0 

AGGREGATE DAYS MEMBERSHIP-Thp sum of the 
days present and absent of all students when school is 
in session during a given reporting period. Only days on 
which the students are under the guidance and direc- 
tion of teachers should be- considered as days in 
session. (I, IMV, V, IIR, IVR, VRlSee also DAY IN 
SESSION and MEMBERSHIP. * 

AGRICULTURAL ACTIVITIES-As defined for Fed- 
eral compensatory, education programs, a sequence of 
activities ranging from soil preparatidn through and * 
including the storage, canning, or freezing of cultivated 
crops, and activities on farms and ranches related to 
f producing and processing milk, poultry, livestock, and 
fish. Operations involved m forest nurseries and fish 
Farms are considered to be agricultural activities: The 
cutting, transportation, and sawing of timber are not 
I considered agricultural activities, nor are the catching 
'and processing of fish from streams and the oc^an 
, (VR) 

« * * 

AGRICULTURAL MECHANICS (subject matter)-^ 
appendix, p. 143. - *l 

AGRICULTURAL .PRODUCTION (subject matter)- 
See appendix, p. 140.- 

AGRICULTURAL PRODUCTS (subject mater)-See 
appendix, p. 144. .'»' . " 

f 

AGRICULTURAL-RELATED TECHNOLOGY (sub- 
ject matter)-&?<? appendix, p. 250. 

AGRICULTURAL RESOURCES (CONSERVATION 
"UTILIZATION, AND SERVICES) (subject matter)- 
5<?«_appeiidix, p. 146. 
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AGRICULTURAL SUPPLIES/SERVICES (subject 
matter)-** appendix, p. 143. 

AGRICULTURE (subject matter)-St?e appendix, p. 
139. 

AIR CONDITIONING (subject matter)-&?e appendix, 
p. 253. 



AIR FORCE JUNIOR ROTO (subject matter)-See 
appendix, p. 2S7. 

ALEUT-A member of a cultural group of Oriental 
origins living primarily in the Aleutian Wands and part 4 
of the Alaska peninsula. (VR) 

ALGEBRA (subject matter)-£ee appendix, p. 208. 

ALGEBRA AND TRIG6NOMETRY (INTEGRATED) 
(subject ma!ter)-See appendix, p. 21 1 . - ' 

ALIEN— A foreign-born resident of the United States 
who does not possess the privileges of a citizen of the 
United States. (IV) 

ALIEN STUDENT (F-l CLASSIFICATION)^ person 
admitted'to the United States solely for the purposed 
study. (VR) * -• 

ALLOT-To divide an appropriation into amounts for 
certain periods or for specific purposes. (II-IIB-IIR) 

ALLOTMENT-The amount allotted for a certain 
period or purpose. (II-IIB-IIR) 

ALLOTMENT LEDGER-A subsidiary ledger whicn 
contains an account for each allotment showing the 
amount allotted, expenditures, encumbrances, the net 
balance, and other related information. (IMIB-IIR)£ee 
also APPROPRIATION LEDGER. 

ALTERATION OF A BUILDING-Minor changes 
made internally that do not involve major structural 
changes. (Ill) 

AMORTIZATION OF DEBT-(a) Gradual payment of 
an amount owed according^ to a specified schedule of 
times and amounts, (b) Ptovisi6n for paying a debt by 
means of a Sinking Fund. (II, IIR) 

AMOUNT AVAILABLE IN DEBT SERVICE FUNDS 

-An account. in ihe General Long-Term Debt group of 



accounts, which designates the amount of assets avail- 
able "in a Debt Service Fund for the retirement of 
general obligation ternrbonds. (IIR) 

AMOUNT TO BE PROVIDED FOR PAYMENT OF 
BONDS-An account in the General Long-Term Debt 
group of accounts which represents the amount to be 
provided from taxes or other general revenue to retire 
outstanding general obligation term bonds. (IIR) 

ANALYST ASSIGNMENT-An assignment (e.g., a 
systems analyst, budget analyst, statistical analyst, or 
psychological analyst) to examine, evaluate, and make 
recommendations in' such areas as cost, systems, 
curriqulum, or other educational sectors. (IVR) 

ANCILLARY SERVICES-The supportive activities 
.and resources necessary for the efficient- achievement 
of "the objectives of an organization or institution. 
(Unpublished IX) i 



ANDRAGOGY-The art and science of teaching adults 
and of adult learning in a climate where the adult is 
given primary consideration: contrasted with peda- 
gogy. (Unpublished IX) 

ANECDOTAL RECORD-Notes describing exactly 
what a student said or did in specific situations. .When 
accumulated, anecdotal records mayyield a picture of 
the student's developing behavior patterns, "interests, 
attitudes, strengths, and problems. (VR) 

ANNUAL CURRENT EXPENDITURES PER STU- 
DENT IN ADA-The annual current expenditures 
divided by the average daily* attendance for the,year. 
(V-VR) See also CURRENT EXPENDITURES .and 
CURRENT EXPENDITURES PER STUDENT. ' ' 

ANNUAL CURRENT EXPENDITURES PER STU- 
DENT IN ADM-The annual current expenditures 
divided by the average daily membership for the year. 
(V-VR) See also CURRENT EXPENDITURES and 
CURRENT EXPENDITURES PER STUDENT. 

ANNUAL LEAVE-Lcavc which may be taken by 
the staff member during the school year through 
authorization withou£ loss of all pay or personnel 
benefits. Annual leave is exclusive of sick leave. 
Sopie or all accumulated annual leave may or may 
not be carried forward from one school year to 
the next, depending upon local system regulation. 
(IV, IVR) 
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ANNUAL WITHDRAWAL RATE -The total num- 
ber of times students withdraw from school during 
« a, given regular school term, divided by the num- 
ber of different students in active membership 
status during ^he term', expressed afcp percentage. 
(V-VR) See also ACTIVE MEMBERSHIP STATUS. 

. ANTHROPOLOGY (subject matter)-^ appendix, R . 

APPARATUS-Mov;ahle equiprtient items, without 
complex combinations of parts, that arc\ used to 
transmit, modify, or measure energy or matter in some 
form. (Ill, VII) x 

i " ' 

APPARELAND ACCESSORIES (subject matter)-See 
appendix, p>]64» 

APPLIANCE REPAIR (subject' matter)-5<?e appendix 
* p.- 253. . 

-APPLIED MATHEMATICS (subject matter)-^ ap- 
pendix, p. 21 1. 

APPLIED RESEARCH-TIie type uf research activity 
concerned with specific problems for which immediate- 
ly applicable findings are sought. This activity may 
represent -the application of knowledge derived from 
Hasic research or ma> involve testing alternative prac- 
tices in the school system, school, or classroom. When 
brought "to bear on problems of curriculum and 
instruction, thi* type of research is conducted to solve 
immediate practical problems related to the content, 
resources, arid/or processes of instruction and learning. 
•For administration and management, applied research 
might he used to help solve problems Mich a* those 
associated with coordinated purchasing and ware- 
housing, space utilization, maintenance schedules, 
transportation routes, and useful life of equipment' 
(VI) % ^ 

APPORTIONMENTS ALLOTMENT. 

APPRAISAL-The act of making an estimate of value, 
particularly of the c value of property, by systematic 
procedures that include physical examination, pricing, 
and qften engineering estimates. Also, the value estab- 
lished by estimating. (Ill, VII, IIR) 

APPRAISED VALUE-The value established by ap- 
praisal. (Ill, \lR)See also APPRAISAL. 



APPRECIATION-Au increase in the value of proper- 
ty; the excess of the present value of? given piece of 
property over its original cost. (Ill) 

APPRENTICE-A worker who is learning a recognized 
occupation in accordance with a written apprentice- 
.training contract between him and his employer or 
employers which provides for a given period of planned 
work experience through employment J on the job, 
supplemented by appropriate related instruction, and 
; with other specified provisions of tlitrarr^ngemcnt 
(VI, VR) » 

APPRENTICESHIP-The training through which a 
staff member has learned or is learning a recognized 
trade by means of oiwhe-job work experience and 
concurrent related instruction on the* basis of contrac- 
* tual agreement or the laws of the State for "registering 
apprenticeship programs. (IV) See also INTERN. 

APPRENTICESHIP PROGRAM-A program of studies 
of occupational preparation for skilled trades as 
authorized by State and Federal legislation and usually 
conducted under the auspices of a local joint ap- 
prenticeship committee representing labor, manage- 
ment, and the school. (VI) 

APPRENTICESHIP TRAINING-An organized system 
for providing young people with the manipulative skills 
and technical or theoretical knowledge needed for 
competent performance m skilled occupations. The 
program usually involves cooperation among schools, 
labor, and management, since apprentices learn the 
skills of their craft through on-the-job work experi- 
ences, and the related theoretical information through 
classroom instruction. The minimum terms and condi- 
tions of apprenticeship are regulated by State and local 
statutes or agreements. (VI) 

APPROPRIATION-An authorization granted by a 
legislative body to make expenditures and to incur 
obligations for specific purposes. (II-IIB-VIMIR) 

APPROPRIATION AND EXPENDITURE LEDGER- 

The ledger containing ledger sheets or cards for each 
account for which funds are appropriated and in which 
funds are expended. (IIB) 

APPROPRIATION BALANCED UNENCUMBER- 
ED BALANCE OF APPROPRIATION OR ALLOT- ' 
WENT and UNEXPENDED BALANCE OF 'APPRO- 
PRIATION OR ALLOTMENT. 
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• APPROPRIATION EXPEN D IT URE- An expenditure 
chargeable to an appropriation. (IIIIBIIR) 

APPROPRIATION LEDGER-A ledger containing an 
"account witlvcach appropriation. Each accountusually 
shows the amount originally appropriated, transfers to 
or from the appropriation, amount charged against the 
appropriation, the encumbrances, the net balance, and 
other related information. If allotments are made and a 
separate ledger is maintained for them, each 'account 
usually shows the amount appropriated, transfers to or 
from the appropriation, the amount allotted, and the 
unallotted balance. (II, MR) See also ALLOTMENT 
LEDGER. , * 

APPROPRIATIONS RECEIVED FROM LOCAL 
GOVERNMENTAL UNITS OTHER THAN LEA- 

' Money received from the appropriations of another 
' local governmental, unit. The LEA is not the final 
authority, within legal limits, in determining the 
' amount of money to be received, and the money is 
raised by taxes, or • other means which are not 
- — earmarkedforsehool purposes. (MR) 

"* APPROVAL-The official act of the State department 
of education, or another recognized agency having 
* official authority, certifying that a unit of organization 
complies with the legal requirements or prescribed 
standards for the operation of such units. (VI) 

ARCHITECT— A staff member l performing assigned 
professional services in connection with designing and 
preparing specifications for new construction, rehabili- 
tating or altering existing buildings, developing land- 
scaping, or acting as professional adviser on archi- 
tectural matters. (IV) 

ARCHITECT ASSIGNMENT-An assignment to a 
staff member who is licensed as an architect to perform 
activities such as designing and preparing plans and 
specifications for the construction, remodeling, or 
repair of buildings and facilities and overseeing con- 
struction to ensure compliance with plans and specifi- 
cations. (IV-IVR) 

ARCHITECTURE AND ENGINEERING- 
Architectural and engineering activities related to Land 
Acquisition and Improvement and Building Acquisi- 
tion, Construction, and Improvements. (IIR) 

ARCHITECTURE AND ENGINEERING SERV- 
ICES— Activities of architects and engineers related to 
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land acquisition and improvement and improvements 
to buildings. (IVR) 

AREA, ATTENDANCES ATTENDANCE AREA. 
AREA, BUILDING-See BUILDING AREA. 

s 

AREA, CIRCULATION-See CIRCULATION AREA. 

AREA, DEVELOPED-See DEVELOPED AREA. 

AREA, FLOOR -See FLOOR AREA. 

AREA j FUNCTION AL-See FUNCTIONAL AREA. 

AREA, GROSS FLOOR-See GROSS FLOOR AREA. 

AREA, GUIDANCE-See GUIDANCE AREA. 

AREA, HEALTH SERVICE-See HEALTH SERVICE 
AREA. 

' AREA, INSTRUCTION-See INSTRUCTION AREA. 

AREA, .INSTRUCTION SERVICED INSTRUC- 
TION SERVICE AREA. 

AREA, .LABOR MARKET-See LABOR MARKET 
AREA. 

AREA , PROGRAM-See PROGRAM AREA. 

AREA , PROJ ECT— See* PROJECT AREA. 

AREA, SCHOOL ATTENDANCE-See SCHOOL AT- 
TENDANCE AREA. 

AREA, SERVICE-See SERVICE AREA. 

AREA, STANDARD METROPOLITAN STATIS- 
TICAL-.^ STANDARD METROPOLITAN STATIS- 
TICAL AREA. 

AREA, STATEECONOMIC-See STATE ECONOMIC 
AREA. 

AREA, STUDENT COMMONS-See STUDENT COM- 
MONS AREA. 

AREA, SUBJECT-MATTER -See SUBJECT-MATTER 

AREA. ' ■ 

/ 

AREA , TRADE-Seq TRADE AREA. j 

J 



AREA; UNDERDEVELOPED-Set? 
VELOPED AREA, 



. UNDERDE- 



AREA, URBANIZE D-See URBANIZED AREA. 

*' AREA OF A BUILDING- The sum of the areas at each 
floor level included within the principal outside faces 
of exterior walls, neglecting architectural setbacks or 
projections. 

Include all stories or areas which have floor surface 
with clear standing head room (6 feet 6 inches) 
regardless of their use. 

Where a ground level or intermediate story, or part 
thereof, is left unenclosed, consider the gross area of 
the unenclosed story as the projected area of the story 
above. 

Exclude all unroofed areas and unenclosed roofed-over 
spaces. 

Include mezzanines, balconies, and "library stack floors 
■only to the extent of their actual floor area; cfo not 
include unenclosed areas under the first floor. 

Unenclosed roofed areas which 'have been included "in 
original cost contracts can be excluded on a computed 
or estimated basis for the development of comparative- 
data of gross building areas and costs. 

The area of passageways enclosed with similar type and 
quality of constructions the building proper, and of 
tunnels with clear standing head room of at least 6 feet 
6 inches, are included in* the gross area of a building. 
The area of covered passageways which are not 
enclosed with similar type and quality of construction 
as the building proper are "excluded from the gross 
building area. (Ill) 

AREA OF A SCHOOL SITE-The area of a school site, 
expressed in acres to the nearest tenth. It consists of 
the total development and undeveloped acreage serving 
a school, including areas occupied by buildings, walks, 
drives, parking facilities, and other improvements to 
site. If a school uses more than one piece of land, the 
area df the site is the sum of the areas of the separate 
pieces. (Ill) 

AREA OF AN INTERIOR SPACE-The total area 
measured between the principal wall faces at or near 
floor level, plus wall case or alcove spaces, or both, 



.opening into and designed to serve the activity carried 
on in the. area, exclusive of areas otherwise included as 
construction: (III) 

AREA OF RESPONSIBILITY-A subdivision of *a 
Service Area consisting of activities which, regardless of 
their nature, have a common purpose directly related 
4 /to the operational objective of the Service Area. (IV 
HR, IVR) 

AREA SCHOOL-A public school which has been" 
approved to provide instruction in a specific fhstruc- 
tional area to residents of a State, a county, a mdjo'r 
city, or another designated geographic area usually 
larger than one'local basic administrative unit. (VI) 

AREA STUDIES (MULTIDISCIPLINARY) (subject 
matter)-See appendix, p. 238. 

AREA VOCATIONAL SCHOOL-A public school 
which has been approved by the State board for, 
vocational education to provide f instruction in the 
occupations (other than professional occupations) to 
Tesidents of the State, a county, a major city, or 
another designated geographic area usually larger* th^p 
one local basic administrative unit. (IV, V-VI, VR) * 

ARMY JUNIOR ROTC (subject* matter)-&?<? ap- 
pendix^. 282. 

ART (subject mater)-See appendix, p. 147. 

ART HISTORY AND THEORY (subject matter)-&e 
appendix, p. 147. 

v 

ART STUDIO (subject matter)-^ appendix, p. 148. < 

ARTERIALS-The second rank in the classification </f 
streets, Arterials are used only for the movement of 
vehicles, -with limited vehicular access to adjoining 
properties. Ideally, traffic flow is interrupted only at ' 
street intersections. (Unpublished) 

ASSESSED PROPERTY VALUATION- Assessed ™lu- 
ation determine^ by the appropriate local government 
agency for taxation purposes. Assessment criteria vary, 
from State [o State, but commonly are based on a 
percentage of presumed full market value'. (Unpub- 
lished) 

ASSETS-The tilings of value an LEA owns. (II-IIB- 
VIMIR) See also FIXED ASSETS. 
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ASSIGNMENT-A specific group ot activities for 
which a staff member has been given responsibility. 
(IVMVR) 

ASSIGNMENT, ACCOUNTING-^' ACCOUNTING 
ASSIGNMENT. °' 

ASSIGNMENT,' ADMINISTRATIVE ASSISTANT- 
'S^ ADMINISTRATIVE ASSISTANT ASSIGNMENT 1 . 

ASSIGNMENT, ADMINISTRATIVE INTERN-Sct'' ' 
ADMINISTRATIVE INTERN ASSIGNMENT. 

ASSIGNMENT, ANALYST— See ANALYST ASSIGN- 
MENT. ' * 

ASSIGNMENT, ARCHITECT OR ENGINEER-Scc 
ARCHITECT OR ENGINEEJR ASSIGNMENT. 

ASSIGNMENT, ASSISTANT PRINCIPAL-Sce AS- 
SISTANT PRINCIPAL ASSIGNMENT. 

ASSIGNMENT, ASSISTANT SCHOOL DIRECTION 
AND MANAGEMENTv-Sec ASSISTANT SCHOOL DI- 
RECTION AND MANAGEMENT ASSIGNMENT. 

ASSIGNMENT, ATTENDANCE-See ATTENDANCE 
ASSIGNMENT., 

t ' « 

ASSIGNMENT, ATTENDANCE OFFlCER-Sei? AT-. 
TENDANCE OFFICER ASSIGNMENT. 

ASSIGNMENT, ATTORN EY-Sce ATTORNEY AS- 
SIGNMENT. 

ASSIGNMENT, BOARD OF EDUCATION MEM- 
,BER-.Vi'f BOARD OF EDUCATION MEMBER .AS- 
SIGNMENT. 4 ■ 

ASSIGNMENT, BOOKKEEPING-Sec BOOKKEEP- 
ING ASSIGNMENT. . . 

ASSIGNMENT, CARPENTERING-SVe CARPENTER- 
ING ASSfGNMENT. 

ASSIGNMENT, CHIEF EXECUTIVE-Sec CHIEF 
EXECUTIVE ASSIGNMENT. 

ASSIGNMENT, CLASSROOM TEACHING-5t;e 
CLASSROOM TEACHING ASSIGNMENT. 

ASSIGNMENT, CLERICAL^ CLERICAL AS- 
SIGNMENT. 



ASSIGNMENT, COMPUTER OPERATING -Am? COM- 
PUTER .OPERATING ASSIGNMENT. *' ' 

ASSIGNMENT, COOKING OR c . $E'RVING-5ee 
COOKING OR SERVING ASSIGNMENT. 

ASSIGNMENT, COUNSELING-SVe COUNSELING 
ASSIGNMENT. ' \ 

ASSIGNMENT, "CRAFTS AND TRADES APPREN- 
TICESHIP-Sa.' CRAFTS AND TRADES APPREN- 
TICESHIP ASSIGNMENT.' 

ASSIGNMENT, CURRICULUM SPECIALIST-.^' 
CURRICULUM SPECIALIST ASSIGNMENT. 

ASSIGNMENT, CUST ODIAN-SVc CUSTODIAN AS- 
SIGNMENT. : 

ASSIGNMENT, DENTAL HYGIENIST-SVi' DENTAL 
HYGIENIST ASSIGNMENT. 

- • / 
ASSIGNMENT, DENTIST-Str DENTIST ASSIGN- 
MENT. , 

ASSIGNMENT, 1 " DIETITIAN/NUTRITION 1ST -Sec 
DIETITIAN/NUTRITIONIST ASSIGNMENT. 

ASSIGNMENT, DIRECTION AND MANAGEMENT 
(Other'Than School Direction and Management)-^' 
DIRECTION AND^MANAGEMENT ASSIGNMENT 
(Other Tlian School Direction and Management). 

ASSIGNMENT, DISPATCHING-See DISPATCHING 
ASSIGNMENT. 

e ASSIGNMENT^ EDITSNG-SVc EDITING ASSIGN- 
" MENT. 

ASSIGNMENT, ELECTRICIAN -Sec ELECTRICIAN 
ASSIGNMENT. 

ASSIGNMENT, ELEVATOR OPERATING -5V<- ELE- 
VATOR OPERATING ASSIGNMENT. 

ASSIGNMENT, EVALUATING See EVALUATING 
. ASSIGNMENT. 

•x ASSIGNMENT, FOOD SERVICE-See FOOD 
SERVICE ASSIGNMENT. 

ASSIGNMENT, FOREMAN -See FOREMAN AS- 
SIGNMENT. 



ASSIGNMENT, FULL-TIME-Si't? FULL-TIME AS- ASSIGNMENT, NURSES NURSE ASSIGNMENT 
SIGNMENT. 

\ <Kir*\JMCMT * cm i niir , ASSIGNMENT, OMBUDSMAN-See OMBUDSMAN 

ASSIGNMENT, FULL-TIMEv EQJJIVALENCYS 'ASSIGNMENT 
• FULL-TIME EQUIVALENCY ASSIGNMENT. 

vwirMvicJx ______ _ _ , ASSIGNMENT, OPHTHALMOLOGISTS OPH-- 

ASSIGNMENT, GENERAL MAINTENANCES THALMOLOGIST ASSIGNMENT 

•GENERAL MAINTENANCE ASSIGNMENT. AoaioiNMtiN i 

lMirM . f . UT „ 04M1M _- ASSIGNMENT, OPTOMETRISTS OPTOMETRIST 

ASSIGNMENT. GRAPHIC ARTS-See GRAPHIC ASSIGNMENT. 

ARTS ASSIGNMENT. . - ■ • \ • 

,oo lf ,, Mi;NT . r»«;. M ^^ ASSIGNMENT, PERSONNELS PERSONNEL AS- 

ASSIGNMENT, ,G ROUNDSKEEPING-See * SIGNMENT 

GROUNDSKEEPING ASSIGNMENT.' • . ». • ' v 

ASSirNUENT pi i a d n/w a rruii A J • ASSIGNMENT, .PHYSICIANS PHYSICIAN AS- 

ASSIGNMENT, GUARD/WATCHMAN GUARD/ SIGNMENT ' ' * 

WATCHMAN ASSIGNMENT. * • ' ' * ■• 

^AWirNrucMT IMC nc^n «. i "* ' SIGNMENT, PLANNINGS PLANNING AS- 

ASSIGNMENT, INSPECTORS? INSPECTOR AS- SIGNMENT . \ - 

SIGNMENT. ■ - ! • . * . 

AWNfMPNT .Annom c , ""^ ASSIGNMENT,* PLASTERING-Set' PLASTERING 

ASSIGNMENT, LABORERS LABORER ASSIGN- ASSIGNMENT * " 

MENT. * . , . \ 

.ccirNMRMT .n™ o ~ ASSIGNMENT, PLUMBINGS PLUMBING ASA 

ASSIGNMENT, LEGALS- LEGAL ASSIGNMENT. SIGNMENT. ' 



'^^r^SSSi^^ LESS - ASSIGNMENT, PRACTICAL NURSINGS PRAC- 

THAN-FULL-TIME ASSIGNMENT. TJCAL NURSING ASSIGNMENT. 

™!I T NT ' L ' ,Bt \ AR, ANS. LIBRARIAN AS- ASSIGNMENT," PRINCIPALS PRINCIPAL AS- 

SluiNMcNT. \ , SIGNMENT. „ t 

TS^kX^^^ UBRAR - ASSIGNMENT,- PRdGRAMING-^ PROGRAMING 

IAN/MEDIA ASSIGNMENT. % ASSIGNMENT 

^riSf 1 "' MAS0NING ~ 5(?e MASONING AS- ASSIGNMENT, PSYCHIATR7STS ' PSY- 

UUNMbNl. CHIATRIST ASSIGNMENT. '}, 

tESSSF* MECHAN,C - 5ec MECHANIC AS- ASSIGNMENT, PSYCHOLOGISTS PSYCHOL- 

MbNMfcNl. OGIST ASSIGNMENT. 

ASSIGNMENT, MESSENGERS' MESSENGER AS- ASSIGNMENT, PSYCHOMETRISTS? PSYCHOME- 

SIGNMENT. ■ * TRIST ASSIGNMENT. 

t 

ASSIGNMENT, MONITORINGS MONITORING ASSIGNMENT^ PUBLIC/COMMUNITY RELA- 

ASSIGNMENT. ■ • . TIONSS PUBLIC/COMMUNITY RELATIONS AS- 

SIGNMENT. i 

ASSIGNMENT, NEGOTIATINGS; NEGOTIATING J 

ASSIGNMENT NEGOTIATING ASSIGNMENT,. PURCHASING AGENT-Sec PUR- 

y *l " . CHASING AGENT'ASSIGNMENT. 

ASSIGNMENT, NONCOURSE INSTRUCTIONAL- ASSIGNMENT, RECORDS AND MANAGINGS 

See NONCOURSE INSTRUCTIONAL ASSIGNMENT. RECORDS AND MANAGING AS^IgZeW 
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ASSIGNMENT, REGISTERED NURSING-See 
REGISTERED NURSING ASSIGNMENT. 

ASSIGNMENT, REGISTRAR-Sec REGISTRAR AS- 
SIGNMENT. 

\ 

ASSIGNMENT, REMEDIAL SPECIALIST-See RE- 
MEDIAL SPECIALIST ASSIGNMENT. 

ASSIGNMENT, RESEARCH AND DEVELOPMENT- 
S' RESEARCH AND "DEVELOPMENT ASSIGN- 
MENT. ' 

ASSIGNMENT, SCHOOL DIRECTION AND MAN- 
AGEMENT-^ SCHOOL DIRECTION AND MAN- 
, AGEMENT ASSIGNMENT. 

ASSIGNMENT, SCHOOL LIBRA RTAN-See SCHOOL 
LIBRARIAN ASSIGNMENT. 

Assignment, scope of -See scope of assign- 
ment. 'J 

' ASSIGNMENT, SOCIAL WORK-See ..SOCIAL WORK 
'.ASSIGNMENT. 

' "ASSIGNMENT, STATISTICIAN-^ STATISTICIAN 

ASSIGNMENT. 

« 

ASSIGNMENT, STORES HANDLING-See STORES 
* HANDLING ASSIGNMENTS 

ASSIGNMENT, SUPERINTENDENT-See SUPERIN- 
TENDENT ASSIGNMENT. 

ASSIGNMENT', SUPER VISING/MAN AGING/DI- 
RECTING-.Tee - -SUPERVISING/MANAGING/DI- 
RECTING ASSIGNMENT. 

. ASSIGNMENT, SUPER VIS lON-See SUPERVISION 
ASSIGNMENT. ' ' , 

/ ASSIGNMENT, SYSTEM WIDE-5ee SYSTEMWIDE 
ASSIGNMENT. *. . • 

ASSIGNMENTS TAX ASSESSING/COLLECTING- 
* See TAX ASSESSING/COLLECTING ASSIGNMENT. 

\ 

ASSIGNMENT^, TEACHER MDE-See TEACHER 
' AIDE ASSIGNMENT. 

•ASSIGNMENT, TEACHING AIDE-See .TEACHING 
AIDE ASSIGNMENT. . 
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ASSIGNMENT, TEACHING-See TEACHING AS- 
SIGNMENT. 

ASSIGNMENT, TEACHING ASSIST ANT-See , 
TEACHING ASSISTANT ASSIGNMENT. 

ASSIGNMENT, TEACHING INTERN-See 
TEACHING INTERN ASSIGNMENT. 

ASSIGNMENT, TESTING-See TESTING ASSIGN- 
MENT. . * 

ASSIGNMENT, THERAPIST-S<?<? THERAPIST AS- 
SIGNMENT. • 

ASSIGNMENT, VEHICLE^ OPERATING-See VE- 
HICLE OPERATING ASSIGNMENT. 

ASSISTANT/ASSOCIATE, OR DEPUTY SUPERIN- 
TENDENTS staff rtiember performing assigned, pro- 
fessional, administrative activities assisting the chief 
executive- officer of the scfiool administrative unit in 
the development of general administrative policies and 
in conducting the general administration of the school 
administrative unit, (IV) 

ASSISTANT/DEPUTY/ASSOCIATE SUPERIN- 
TENDENT ASSIGNMENT-An assignment to a staff 
member (e.g., an assistant, deputy, or associate superin- 
tendent or his assistant) to perform high level, system- 
wide executive management functions in a local educa- 
tion agency. (IIR, IVR) 

ASSISTANT PRINCIPAL ASSIGNMENT-An assign- 
ment to a staff member (e.g,, an assistant, deputy, or 
associate principal) to perform high level executive 
management functions in an individual school, group 
of schools, or unit(s)of an LEA. (IIR, IVR) t 

ASSISTANT SCHOOL DIRECTION AND.MANAGE- 
MENT ASSIGNMENT-An assignment to a staff mem- 
ber to perform the professional activities of assisting 
the h6ad of a school in performing the activities of 
directing and managing a school, (IV) 

ASSOCIATE DEGREE-A degree commonly conferred 
upon the successful completion of a 2-year program of 
studies of a junior college or technical institute. (IV, V, 
VI, IVR) 

ASSOCIATE IN APPLIED SCIENCE DEGREE-A 
degree c9inmonly conferred upon the Successful 



t 

completion of j 2->cji postsecondary program of 
studies composed of general education, elective*, and a 
major concentration in a chosen technical, semiprofes- 
sionaKor professional area of study. (VR) 

ASSOCIATE IN ARTS DEGREE- A degree commonly 
. conferred upon the successful completion of a 2-year 
postsccondary program of studies composed csbentiully 
of courses in the liberal arts. (VR) 

1 ASSOCIATE IN SCIENCE DEGREE-A degree com- 
monly conferred upon the successful completion of a 
2-year postsccondary program of studies composed of 
„ courses in the liberal arts and sciences. (VR^ 

ATTEN DANCE -The presence of a student on days 
when school is m session. A student may be counted 
present onl> when he is actually at school or is present 
at another place at;i school activity which is sponsored 
by the svhool, is a part of the program of thcschool, 
and is personally supervised by a member or members 
of the school staff. Tins may include authorized 
independent study, work-study programs, field trips, 
athletic contests, music festivals, student conventions, 
instruction for homebound students, anil similar activi- 
ties when officially authorized under policies of tlTt; 
local school board. It tloes not include "making up" 
sehoolwork at home, or activities supervised or spon- 
sored by. private individuals or groups. (V, VII-VR)5ee 
also DAY OF ATTENDANCE. 

ATTENDANCE, AGGREGATE DAYS-See AGGRE- 
GATE DAYS ATTENDANCE. 

ATTENDANCE, AVERAGE DAILY (ADA)-Sec 
AVERAGE DAILY ATTENDANCE (ADA). 

ATTENDANCE, CERTIFICATE OF-See CERTIFI- 
CATE OF ATTENDANCE. 

ATTENDANCE, COMPULSORY SCHOOL-^ COM- 
PULSORY SCHOOL ATTENDANCE. 

ATTENDANCE, DAY OF-See DAY OF ATTEND- 
ANCE. 

ATTENDANCE, FULL DAY OF-See FULL DAY OF ' 

ATTENDANCE. ^ • ' " 

V 

ATTENDANCE, HALF DAY OF-See HALF DAY OF 
ATTENDANCE. 



ATTENDANCE, PERCENTAGE OF-See PERCENT- 
AGE OF ATTENDANCE. 

ATTENDANCE AND SOCIAL WORK SERVICES- 
Activitics which are designed to improve pupil attend- 
ance at school or which attempt to prevent or solve 
pupil problems involving the homo, the school, and the 
community. (IV-MR, IVR) See also SCHOOL SOCIAL 
WORK. 

ATTENDANCE AREA-The geographic area wherein 
reside the students normally served by a particular 
school. (VR) 

» . *» 

ATTENDANCE AREA ANALYSIS-Detailed.study of 
an attendance area to produce certain desired data 
which are tabulated ancrstudied to provide background 
for solving problems of the area. (Unpublished VIII) 

ATTENDANCE ASSIGNMENT-An 'assignment to a 
staff member to perform activities such as enforcing 
compulsory attendance laws, analyzing causes of non- 
attendance, identifying patterns of nonat tendance for 
the purpose of improving school attendance. (IV) See 
also ATTENDANCE SERVICES; ATTENDANCE 
AND SOCIAL WORK SERVICES; ATTENDANCE 
OFFICER; ATTENDANCE .OFFICER ASSIGNMENT- 
and ATTENDANCE PERSONNEL. 

ATTENDANCE CENTER— The location where stu- 
dents residing in a given geographic.area attend school. 
(VII, VR) ' % 

ATTENDANCE OFFICER-A staff member per- 
forming assigned activities having as their purpose the 
early identification of nonat tendance of pupils, the 
analysis of causes of nonattendance, the enforcement 
of compulsory attendance laws, and the improvement 
of school attendance. (MMV) 

ATTENDANCE OFFICER ASSIGNMENT-An assign- 
ment to enforce compulsory attendance laws. (I1R 
IVR) 

ATTENDANCE PERSONNEL-Staff members a ? - 
signed activities for promoting and improving school 
attendance of pupils. (I-I V) 

ATTENDANCE REGISTER-A record containing in? 
formation such as (a) the names of students who have 
entered or are expected to'ehtcr a class or school; (b) 
identification information about each student such as 
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sex, date of birth, and address, and (c) information 
concerning his entry or reentry, membership, attend- 
ance, absence, tardiness, and withdrawal. (V-VR) 

' '* ' 

% ATTENDANCE SERVICES-Activities such as prompt 
* identification of patterns of nonattendance, promotion 
of positive attitudes toward attendance, analysis of 
causes of nonattendance, early action on problems*of 
nonattendance, and enforcement of compulsory at- 
tendance laws. (IV-Vl-IVR) 

ATTENDANT-A general term designating a staff 
member performing assigned activities to watch over 
and provide a degree physical care for school 
property or pupils. (IV) 

ATTITUDINAL TEST-An examination to measure 
the mental and emotional, set or. pattern of likes and 
dislikes held by an individual or group, often in 
relation to considerations such ,a$ controversial issues 
and, personal adjustments. (VR) 

ATTORNEY-A staff member, performing assigned 
professional duties of providing legal counsel and 
services for the school jystem. (IV). 

ATTORNEY ASSIGNMENT-^** LEGAL ASSIGN- 
MENT. 

ATTRIBUTION-A procedure for allocating costs, 
employee time, f or property use among several func- 
tions, programs, organizational, units, or other dimen- 
sions, on the basis of the best possible estimate; may be 
used when objective 'data are not available for prora 
tion.(VII) 

ATYPICAL CHARACTERISTIC-A characteristic of 
an individual in a given chronological age group which 
is markedly different from that of the mean. (V, VI, 
VR) See also EXCEPTIONAL CHILDREN. 

ATYPICAL CONDITION-A condition of an individ- 
ual in a given 'chronological age group which is 
markedly different from that of the mean. An individ- 
\ ual having an atypical condition may reveal one or 
more atypical characteristics which enable an identifi- 
cation of the condition. (V, VR) See also ATYPICAL 
CHARACTERISTIC. 

ATYPICAL PUPIL- A pupil revealing a physical*, men- 
tal, or behavioral characteristic which is markedly 
different from that of the mean of his chronological 
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as* sreup. (V, VI) See also ATYPICAL 'CHARACTER- . 
ISTIC; EXCEPTIONAL CHILDREN; and EXCEP- 
TIONAL PUPILS. 

AUDIOLINGUAL APPROACH-An approach to lan- 
guage instruction empha5i.zing.that element'oflangua'ge 
(sound) which is spo&rt informal, everyday, conversa- 
tional interchange as differentiated from language as 
gesture or as writing. This sometimes is referred to as 
the "aural-oral" approach. (VI) 

AUDIOLOGIST-A staff member who 4s a specialist in 
communicative disorders including the scientific study 
and management of speech, "hearing, and* language < 
disabilities. Primary responsibilities are of a cliiTical 
nature which involves diagnostic, evaluative, and ^thera- 
peutic activities in the area of hearing disabilitiesTfrV) 

AUDIOLOGIST * ASSIGNMENT- An assignment' to 
provide services such as diagnostic evaluation, habilita- • 
tive and rehabilitative services, and research related to 
hearing. (1IR, IVR) . * . 

AUDIOLOGY SERVICES-Activities organized fpr the 
identification of pupils with hearing loss; determina- 
tion of the range, nature, 'and degree 'of hearing 
function; referral for medical or other professional - 
attention as appropriate to the habitation of hearing; 
language habitation; auditory training, speech reading 
(lip-reading), and speech conservation as necessary; 
creation and administration of programs of hearing ^ t 
conservation; and counseling and^ guidance of pupils, 
* parents, and teachers as. appropriate. (VI, IIR, IVR) 

AUDIOMETRIST-A staff member performing as- 
signed activates of testing the auditory perception of. 
" individuals by means of specificaiiy designed electrical 
or mechanical testing equipment. (IV) 

AUDIOMETRIST ASSIGNMENT-An assignment to 
administer audiometric (hearing acuity) screening tests * 
under the supervision .of an audiologist or physician 
(IIR, IVR) . v 

.AUDIOVISUAL AIDS-Optical, electronic, arid other 
devices-artd related* supplies-which are designed to 
enhance learning through the combined senses of 
hearing and sight, e.g., sound, motion pictures, printed 
materials, and television. Frequently two or more of 
these components' are combined into electronic distri- 
bution systems, some of which incorporate remote or 
dial access* capabilities. (VII, IIR, IVR) See also 
EDUCATIONAL MEDIA. 
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AUDIOVISUAL ROOM An instruction area designed, 
or provided with special built-in equipment, for audio- 
visual material storage, screening, and listening that is 
'separate from 'the" school library and does not serve as 
an adjunct to other rooms or areas. (III-VI) "V 

AUDIOVISUAL 'SERVICES- Activities suclf as select- 
ing, preparing, caring for. and making available to 
members of the, instructional staff equipment, films, 
filmstrips, transparencies, tapes, television programs, 
and other similar materials, whether maintained sep- 
arately or as a part of an instructional materials center, 
included are activities in the audiovisual center, tele- 
vision studio and related work-study areas, and the 
-^services provided ^By audiovisual personnel. (IV-VI-IIR 

jvr) ; - 

AUDIOVISUAL TEtHNICIAN-A staff member per 
forming assigned skilled activities in the use and care of 
audiovisual equipment and with the techniques of 
instructional presentation through the use of machines, 
charts, and other audiovisual equipment and materials. 
(IV) 

*AUDIT-The examination of records and documents 
and the securing of other evidence for one or more of 
the following purposes: (a) determining the -propriety 
of proposed or completed transactions, (b) ascertaining 
whether all transactions have been*recorded, (c) deter- 
mining whether transactions are accurately recorded in 
%p accounts and in the statements drawn from the 
accounts. (IMIB-VIMIR) 

AUDIT REPORT-The report prepared by an auditor 
following a completed audi*; it should include: (I) 
scope of the audit; (2) summary of findingSs (3) 
recommendations; (4) certificate; and (5) financial 
statements. (IIB), - , 

AUDIT SERVICES-Activities pertaining to inde- 
pendent audit services p/ovided to the board of 
education. (IIR, IVR) 

AUDITED VOUCHER A voucher which has been 
examined and approved for payment. (II, IIR) 

AUDITING ASSIGNMENT- An assignment to perform" 
activities concerned -with examining, verifying, ajid 
reporting oq the accounting records. of the LEA. (IIR, 
IVR) 

AUDITOR-A staff member performing the assigned 
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jeclmical activities of verifying the accuracy and appro- 
priateness of receipts, .expenditures, accounts, and 
accounting statements in accordance with the laws and* 
regulations that af^apphcable. (IV) * 

AUDITORIUM-An instructional space designed and 
* constructed with a, bUilHn stage, and sloping floor or 
fixed seating, for use -as an assembly center. ^III-VI) 
See also INSTRUCTION AREA. 

auditorium-gymNasium-% gymnatorium. 

AUDITOR^ HANDICAP-An impairment in hearing 

that adversely affects the.performance of ai) individual. 
^A person identified as having an auditory handicap 
'may.be referred to as "hard of hearing" or "deaf," 

according to the nature and severitv of his handicap. 

(V.VI.VR) 

AUTOMATIC DATA PROCESSING~Hie use of ma- 
chines and devices in the storing of individual itejns of 
information in a form by which they -may be rapidly 
and accurately retrieved, processed, and reproduced as 
single line items, as lists of items, or in desired 
combinations with other items. (IV- V) See also DATA 
PROCESSING and MACHINE DATA PROCESSING, 
t 

AUTOMOTIVE (subject matter)-Sce appendix, p. 
164. 

AUTOMOTIVE SERVICES (subject matter)-See ap- 
pendix, p. 254. 

AVERAGE AGE "OF STUDENTS-The total of the 4 
ages (expressed in years and months) of the students of 
a given group- divided by the number of students in the • » 
group. (V, VR) - / " 

AVERAGE CLASS SIZE-The total membership of' 
classes of ,a given type, as of a given date, divided by 
the number of such classes. (V, VR) 

AVERAGE DAILY ABSENCE- The aggregate days 
absence of a given school during a given reporting 
period divided by the number of days school is in 
session during this period. Only days on which- ti|e 
students are undec the guidance and direction of 
teachers should be considered as days in session. The 
average daily/ absence for groups »pf Schools having 
varying lengths of terms is the sum of the average * 
daily absences obtained for' the individual schools. (V, 
VR) See also AGGREGATE DAYS ABSENCE; DAY 
IN SESSION; and DAY OF ABSENCE. 



•AVERAGE DAILY ATTENDANCE (ADA)-The ag- 
gregate days attendance of a given school during a 
given reporting period divided by the number of days 
school is in session during tins period. Only days on 
which the stuijents are under* the guidance and direc- 

. tion of teachers should be considered as days in 
session. The lcportirfg. period is generally a given 
regular school term. The average daily 'attendance for 
groups of schools having -varying lengths of terms is the 
sum of the-average daily attendances obtained for the 

* individual schools, For purposes of obtaining statistical 
fcomparabihty only, student-staff ratios involving kin- 
dergarten and prekindergarten students attending a 
half-day session are computed as though these students 

•are in attendance for^a half day. The average daily 
' attendance of children and youth residing in institu- 
tions for neglected or delinquent children or i( in adult 
correctional institutions should be reported according 
to provisions of the applicable legislation. (I, II, III-IV, 
V. VI-VIMIR, IVR-VR) 

* AVERAGE DAILY MEMBERSHIP (ADM)-The aggre- 
gate days membership of a given school during a given 
reporting period divided by the number of days school 

* is'in session during this period. Only days on which the 
b - students are under the guidance and direction of 

tea 1 chers should be considered as days in session. The 
reporting period is generally a^given regular school 
term. The average daily membership for groups of 

* schools having varying lengths oT terms is the sum of 
the average daily memberships obtainedlbr the individ- 
ual schools. For purposes of obtaining statistical 
comparability only, student-staff radios involving kin- 
dergarten and prekincjergarten students attending a 

•half-day session are computed as though these students 
are in membership for a half day. (I, -II, III-IV-V, VI, 
Vll-IIR, IVR-VR) 

AVERAGE DAILY MEMBERSHIP OF STUDENTS 
TRANSPORTfeD-The aggregate days membership dur- 
ing a given reporting period of students transported to 
and from scliopl divided by the number of days school 
is in session during thi$ period. (VR) 

AVERAGE DAILY NUMBER OF STUDENTS PAR- 
TICIPATING IN NATIONAL SCHOOL LUNOJ AND/ 
OR BREAKFAST PROGRAMS- The total number of 
servings per month for elementary and secondary 
, school students in national lunch and/or breakfast 
programs, divided by the number of days the meal is 
served. (VR) 



AVERAGE LENGTH OF TERM IN DAYS-For the 
State as a whole, the aggregate days attendance for the 
State divided by the average daily attendance far the 
State. (I) 

AVERAGE MEMBERSHIP PER SCHOOU^Hic' total 
membership of schools in. a reporting,unit,as,6f a given 
date, divided, by the number of schools in the unit.(V, 
VI, VR) - , ' 

AVERAGE NUMBER OF CHILDREN PER ATTEND, 
ANCE AREA-The total number of children of school 
age in an administrative- unit divided by the nuinberjjf 
attendance areas within the administrative unit. (V, VI, 
VR) 

AVERAGE NUMBpR OF CHILDREN PER SCHOOL 
DISTRICT-The total number of children of school age 
in a given State (or intermediate unit) divided by the 
number of locarbasic administrative units within the 
State (or intermediate unit). (V, VI, VfQ* 

AVERAGE NUMBER OF PUPILS SERVED LUNCH 
PER DAY-The total number of pupils served lunch 
during a given reporting perfod divided by the number 
of days on which lunch was served. (V) 

AVERAGE NUMBER OF STUDENTS TRANS- 
PORTED-The aggregate number of days individual 
students are transported between home and school 
during a,given reporting period divided by the number 
of days transportation is provided. (VR) 

AVERAGE TRANSPORTATION COST PER STU- 
DENT TRANSPORTED-The annual current expendi- 
turesTor student transportation divided by die average 
daily membership of students transported. (V, VR) 

AVERAGE UNIT COST OF EQUIPMENT- At any 
given time, the tota^cost of an equipment group being 
accounted for und£r group control divided by the 
number of individual equipment items in the group. 
(Ill) See also GROUP CONTROL. 
1 

AVIATION OCCUPATIONS (subject matter)-5ee ap- 
pendix, p. 254/ 

/' 

AVOCATIOri-A subordinate activity or hobby prac- 
ticed by the staff member in which the staff member 
has an enduring interest. (IV) 

& 

A VOCATIONAL INTERESTS AND ABILITIES-A 
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description of hobbies and other avocational interests 
and abilities^ of the staff member that may enhance the 
individual's performance, or quality as a staff member. 
•Singing, art, instrumental music, writing, public speak- 
ing, or youth work arc examples of record entry 
information which may bo-ificluded lh this category 
(IV) 
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BACHELOR'S tiEGREE-A degree usually conferred 
upon the successful completion of a 4-year college 
program of studies: (IV, V, VI, IVR) 

BALANCE (cumcuIum)-A purposeful variety in aims 
and objectives for pupils supported by an overall plan 
for instruction having flexibility in required and 
optional areas of content to be studied and diversity in 
types of learnfng experiences. <VI) 

9 BALANCE SHEET-A formal statement 0/ assets, 
liabilities, and fund balance as of a specific date 
(IMIB VII, IIR) 

BALANCE .SHEET ACCOUNTS-Sec BALANCE 
SHEET. 

>- 

BANK RECONCILIATION-A statement which is 
normally prepared at the end of the monlh and at the 
end of the year and which reconciles the bank balance 
as shown on tfie books with the bank balance as 
reflectcd-on the bank statement, (MB) 

BXPTISM^L OR. CHURCH CERTIFICATE-A form 
issued by a church certifying the baptism of a -child. " 
This form records the date "of birth and often js 
acceptable a$ verification for this date. (IV, V-VR) 

BASAL READER PROGRAM (subject ,matter)-£ee " 
appendix, p. 173. . 

BASE MAP-A map that shows the location of 
- important geographic and economic features of an 
area, and is used to plot the' distribution of social 
phenomena, such as income levels. (Unpublished' VIII) 

BASEMENT- Any floor that is below grade level on all 
sides and has clear standing head ropm of at least 6 feet 
6 inches. "Below grade lever .means tliat if.tjjc 
horizontal plane of the floor were to be extended on 
the side in question, all or part of the land within 20 



feet of the building would be above the plane. (Ill) Sec 
also FIRST FLOOR. 

* ■ 

BASIC EDUCATION- A term frequently used in refer- 
ring to education emphasizing literacy in language, 
mathematics, natural Sciences, and history and related 
social sciences. (VI) See also ADULT BASIC EDUCA-, 
TON. 

BASIC INPUT* COSTS-That s*t of costs essential .to 
the production of a final product, commonly used in 
determination of value added by manufacturing. Such 
costs # include lafcor, overhead, utilifies, acquisition of 
materials necessary in <<he production process, cost. of 
transportation, of such materials to the facility, and 
others. (Unpublished VIII) 

s- BASIC RESEARCH— The typo of research activity, 
primarily directed to' the development and evaluation 
of theory, in which immediate applicability of findings 
is not * major concern. This type of research activity is 
primarily concerned with 'thediscovery of newknowl* 
edge. (VI) 

, BASIC SKILLS TEST-An examination measuring the 
* ability ^of a person Ja use fundamental reading and 

computational skills which are the basis of later, 

learning and achievement. (VR) 

BEGINNING READING (subject matterJ-Sec ap. 
pendix, p. 173. 

BEHAVIOR PATTERN-A spqciM grouping or mosaic 
of "responses of a student that, in the judgment of a 
trained observer, possesses some intrinsic unity. The 
responses obtained are considered -to result front inner 
psychological needs; c as such they are more or less 
automatic, with the student having little control over 
them!(VR) • ^ 

BEHAVIORAL SCIENCES-Any system of siudies ; 
and/ax- processed concerned; with the way in which 
humans (and some animals).act, singly or in groups, 
autonomously or in response to outside stimuli,* and of 
ways in which such options can be understood, 
influenced, predicted, and changed. (Unpublished IX) ' 

BENCH, DESK, OR FLOOR MACHINERY AND 
APPARAJUS-Machinery and apparatus that, under 
normal operation, remain stationary on a bench, desk, 
or floor during operation. Examples of equipment 
designated by this title are typewriters, duplicators, 
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dishwashing machines, clothes dryers, drill presses, 
metal and wood turning lathes, stoves, cof.ee urns, 
portable* projection screens, barogiaphs, and electric 
lube testers. (Ill) See also APPARATUS and MA- 
CHINERY. * 

BETTERMENTS-5ee IMPROVEMENTS TO SITE. 

r 

BIOLOGICAL. SCIENCES (INCLUDING GENERAL " 
BIOLOGY) (subject fhatter)-Se<? appendix, p. 225. 

» % 

BIRTH CERTIFICATE-A written statement or torin 
issued by an office of vital statistfcs verifying the name 
and date of bad, of the child as reportdd by the 
physician attending at the birth, Or a statement in ^ 
written foyn issued by ihd physician attending the 
child's birth, recording the child's name and date of 
* birth, ajid acceptable as a birth - certificate by the 
political subdivision where issued. (IV, V-VR) 

o 

" BLIGHT-Substandard structures and neighborhoods. 

By substandard tl^e following is implied. (I) relatively 
* few dwellings in the neighborhood are decent^safe, and 
sanitary; (2) there is a lack of adequate and accessible 
transportation, and (3) satisfactory community facili- 
ties and improvements are lacking. (Unpublished VIII) 

BLIND-lndividuals who are sightless or who have such 
muted vision that they must rely on hearing andMouch 
as their chief means of .learning. (VR) 1 

c BLO^K-The smallest unit, a city block, for which 
v census data are tabulated in a standard metropolitan 
statistical area. (Unpublished VIII),, 

BLOCK GROUPS-Collective representation from a 
smajl area of a school district, often a sfcmare block or a ? 
linear block area, used to gather information from or 
to* give information to that area of the community. 
' (Unpublished VJI1) 

BLOCK PARENT-A parent or paients n the com- 
munity designated as the person fiom whom children 
or adults can receive assistance. They may be identified 
by signs in the window or on the house. (Unpublished 
y VIH) 

BLOCK PLAN-A system of dividing a school com- 
munity into blocks tor ea^e of communication. Each 
block is an area capable of being contacted by a 
designated person living in the block. -(Unpublished 
VIII > 



BLUE COLLAR WORKER- A manual worker, one 
%hose wQrk is primarily physical and Mealing with 
things, rather than mental or social. The category 
includes skilled, semiskilled, and unskilled workers, and 
> includes fartn workers as well as factory workers, 
" miners, and construction workers. Hie term is used to 
differentiate the manual worker from the "white collar 
worker." (Unpublished VIII)- 

BLUEPRINT READING {subject matter)-5ee ap- 
pendix, p. 255. 

BOARD OF EDUCATION-The elected or appointed ' 
body which has been vested with responsibilities for 
authorizing, financing, and evaluating the educational 
activities in a given school system, school f or geo- 
graphic area. Such bodies sometimes are known by 
tenhs such as school ooards; governing boards, boards 
of directors, schogf committees, and sqhool trustees. 
T\\h definition relates to trie* general term and encom- 
passes the boards of both public and nonpublic 
institutions and school systems. (VI-VR) See also 
PUBLIC BOARD OF EDUCATiON. 

BOARD OF EDUCATION \IEt«6£R ASSIGNMENT- 

An assignment to perform activities as a member oT a 
legally constitute^body which has, been created afid 
*e;>ted with responsibilities for educational activities in 
a given geographical atea. (I1R, IVR) 

C i 

BOARD OF EDUCATION SERVICES-Thc activities 
of the eleciCd or appointed body which has been 
created according 3to State law and vested with re- 
sponsibilities for educational activities in a given 
geographical area. These bodies are sometimes called 
school boards, governing boards, boards 'of directors, 
school committees, school trustees, etc. This service 
area relates to ihe general tern and covers State^ 
hoards, intermediate administrative unit boards* 2nd 
local basic administrative unit boards (MR, IVR) * 

BOARD RESPONSIBILITY-The area of responsibility 
consisting of those activities which are not delegated 
by the governing board of the, school system to the 
chief executive officer and his staff but are retained by 
the board. UV) 

BOARD SECRETARY SERVICES- Activities pertain- 
ing to the" duties of thQ secretary (not executive) of the 
board of education. (IVR) , * 

BOARD TREASURER' SERVICES-Activitics per- 



taining to the duties of treasurer of the board of 
education. (IVR) \ 

BOARDING SCHOOL-^* RESIDENTIAL SCHOOL. 

BOND-A written p.omise, generally under seal, to pay 
a^ specified sum of money, called the face value, at a 
fixed time in the future, called the date of maturity, 
and carrying interest at a fixed rate, usually payable 
periodically. The difference between a note and a bond 
1* that the fatter usually runs for a longer period of 
time and requires greater legal formality. (IWIB-IIR) 
- See also REFUNDING BONDS; SERIAL BONDS* 
SURETY BONDS; and TERM b6nDS. 
• * J 

BOND ATTQRNEY-The attorney who approves the 
legality of a bond # issue, (II. IljR) 

BONDkOISCOUNT^TIic excess of the face value of a 
bond over the price for which it is acquired or sold. 
Hie price does, not include accrued interest at the date* 
of acquisition or sale, (II-JIB-VII, IIR) 

BOND PREMIUM-The v excess of the price at whicli^a 
bond is acquired or sold, over its face value. The puce 
does not include accrued interest at the date of 
acquisition or sale. (IMIB-HR) 

BQND PROCEEDS RECEIVABLE-An account used 
to designate the amount receivable upon sale of bonds. 
(IIR) 

BOND REGI5TEK-A record »n which are recorded by 
number the bonds issued and redeemed, dates of issue 
*md redemption, and principal and interest payments 
(IIB) 

BONDED DEBT-The part ofr the LEA debt which is 
covered by outstanding bonds of the 'LEA. Sometimes ** 
called "Funded Debt." (II, III-IIB-HR) 

BONDS AUTHORIZED^rUNISSUED-Bonds which 
the LEA can issue without further proceedings other 
than to direct their sale. The account is included 
among the resources of the Capital Projects Fund 
offset by a credit to Appropriations. When the bonds 
are sold, the account would be credited and Cash 
debited. An alternative approach \$ not to show the 
Bonds Authorized -Unissued account in the balance 
sheet but merely to call attention to the amount of 
bonds that have been authorized and not issued in a 
footnote to the appropriate balance sheet. In this case, 




the journal entry at the time bonds are sold would be a 
debit to Cash for the proceeds and a credit to the 
* revenue account, Sales of Bonds. (IIR) 

BONDS PAYABLE-The ^face value of bonds issued 
and outstanding. (IIR) 

BONUS POINTS-Additional mark points awarded 
students, in secondary sqhools and junior colleges for 
performance in school work of unusual difficulty, e.g., 
for advanced courses. TIh$*does not refer to a system 
of rewards or "toTcens" sometimes used as a teaching 
N technique. (VR) 

#~ * + 

BOOK VALUE- Value as shown by books of account 
(II, III, IIR) 

i 

BOOKKEEPER-A staff member performing assigned 
Activities of keeping a systematic record of financial 
transactions. (IV) 

BOOKKEEPING, (subject matter)-&<? appendix, p. 
153. | 

BOOKKEEPING ASSIGNMENT-An assignment to 

keep a Systematic record of accounts or transactions 

and to prepare statements. (IIR, IVR) 

* 

BOOKSTORE SALES-Revenues of sales resulting 
from the operation of a bookstore. Bookstore sales can 
be part of the distributive education courses offered, 
pupil-organization sponsored, or an LEA enterprise. 
Sales may be recorded in separate accounts according 
to t>e type of product sold. (IIR) 

BRANCH CAMPUS-A campus of an' educational 
institution* (usually an institution of higher education) 
which is located in a community different'from that of 
its parent institution an^beyond a reasonable commut- 
ing distance from the main campus of the parent 
institution*. (VI) 

i 

BUDGET-A plan of financral operation embodying an 
estimate of proposed expenditures for a given period or 
purpose and the proposed means of financing them. 
The budget usually consists of three parts. The first 
part contains a message from the budget-making 
authority together with a summary of the proposed 
expenditures and the means of financing them. The 
second part consists of schedules supporting the 
summary. The schedules show in detail the proposed 
expenditures and means of financing them together 



with lntoruiation as to past yuais* actual revenues and 
expenditures and othei data used in niakmg the 
estimates. The thud part is composed of drafts of the 
appropriation, revenue, and boiiowing measuies neces- 
sary tu put the budget into effect. (IMIB-VII-HR) 

BUDGET CONTROL (subject matter)-5ce appendix, 
p. 153. 

BUDGET DOCUMENT-The instrument used by the 
budget- ma king authority to present a comprehensive 
financial piograin to the appropriating body. The 
budget document usually consists of three parts. The 
first part contains a message from the budget-making 
authority, together with a summary of the pioposed 
expenditures and the means of financing them. The 
second consists of sehedules^upporting the summary. 
These schedules *how in detail the information as to 
past years" actual revenues, expenditures, and othei 
data used in making the estimates. The third part is 
composed of drafts of the appropriation, revenue, and 
borrowing measuics nece^saty to put the budget into 
effect. (IIR) 

BUDGETARY ACCOUNTS- Those accounts necessary 
to reflect budget operations and conditions, such as 
estimated revenues, appropriations, and encumbrances, 
zs distinguished from proprietary accounts. (IMIB-IIR) 
See also PROPRIETARY ACCOUNTS. 

BUDGETARY CONTROL-The control or manage- 
ment of the business af{airs of the LEA in accoidance 
with an approved budget with a view toward keeping 
expenditures within the authorized amounts. (IMIR) 

BUDGETING-Budget planning, foimulation, adminis- 
tration, analysis* and evaluation. (IIR) i 

BUDGETING aERVICES-Activmes concerned with 
supervising budget planning, formulation, control, and 
analysis. (HR, IVR) ^ 

BUILDING-Onc continuous structure which may or 
mr-y not be connected with other structures by 
passageways. It includes the building itself ar.d the 
plumbing,, sanitary, heating, ventilating, mechanical, 
ajiuWteUrical work, and luckcis, cabinets, and shelves 
which arc built into the building. Individual structures 
comprising a school plant that are connected by 
brcczeways or covered passageways that are not en- 
closed with similar type and quality of construction as 
the building proper are separate buildings; however, 



buildings so connected are accounted for on a single 
building record form as if the} "were one building 
Passageways cndoscJ with similarity pe and quality of 
construction as the building proper, and tunnels with 
dear standing head room of at least 6 ieet 6 inches, are 
considered partof the building. Two or more structural 
units connected by such passageways or tunnels would 
be one building. (I, IMII) 

BUILDING ACQUISITION, CONSTRUCTION, AND 
IMPROVEMENT SERVICES-Activities concerned 
with building acquisition through purchase or construc- 
tion, and building improvements. This data clement 
includes initial installation or extension of service 
systems and other built-in equipment, as .well as 
building additions. (IIR, IVR) * 

BUILDING ACQUISITION, CONSTRUCTION, AND 
IMPROVEMENTS-Building acquisition through pur 
Jiase or construction, and building improvements. It 
includes initial installation or extension of service 
systems and other built-in equipment, as well as 
building additions. (IIR, IVR) 

BUILDING ADDITION- A building area built on to an 
existing building that increases the building's gross 
. floor area. (Ill) 

BUILDING AREA-See AREA OF A BUILDING. 

BUILDING CONTENTS-Supphcs and movable equip- 
ment located in a building. (Ill) S& alsc MOVABLE 
EQUIPMENT and SUPPLY. 

BUILDING EXCLUSIONS-Bfllding construction 
costs which arc not included in detemunua Insurable 
value of a building, such as architects* fees, excavating 
costs; underground flues, pipes, wires, and drains; 
foundations under the surface of the basement floor 
oi, where there is no basement, the founda**on below 
the surface of the ground inside the foundation walls 
of the building; and foundations of boilers and engines 
which are below the surface of the^ground. (Ill) 

BUILDING FOOTINGS The lower part of a building 
wall below the basement floor, or below grade level if 
the building docs not have a bftsement, which has been 
constructed on a suitable soil or rock foundation for 
the purpose of supporting the building load. Usually, 
the lower extremity of footings is enlarged for the 
purpose of distributing the load over a greater area. 
(HI) 



BUILDING SERVICE SYSTEM-A group of elements 
or units designed to work together to provide, on a 
building-wide basis, specific •physical services of a 
particular type, such as heating, cooling, ventilating, 
water, sewage disposal, electrical, communication, and 
fire protection. (II}} 

BALDING SITE-jfct SCHOOL SITE. 

BUILDING WORK OR REPAIR SHOP ROOM-A* 
room designed or adapted Cor use in repairing property. 

(no - . . 4 \ 

.y 

BUILDINGS AND GROUNDS ADMINISTRATION 
\ RESPONSIBILITY-Uie area of responsibility for"" 
managing systemwide programs of plant construction, 
plant operation, and plant maintenance. It consists of 
management, planning, supervisory, and inspectoral 
activities related to plant construction, operation, and 
maintenance that are systemwide in scope. (IV) 
» 

BUILT-IN EQUIPMENT-Equipment tha,t is an integral 
part of the building or grounds and permanently 
attached thereto. (Ill, IV, VI) , 

BUS DRIVEft-A staff member performing the as- 
signed activities of operating a pupil transportation 
vehicle for the purpose of transporting pupils to and 
from school or on trips involved in school activities 
(IV) - ^ . ' 

BUSINESS (subject matter)~S<?e appendix, p. 150. 

BUSINESS ADMINISTRATION RESPONSIBILITY- 

The area of responsibility for managing and conducting 
the business operations of the school system. It 
consists of business management activities of two or 
more of the following areas* financial accounting, 
buildings and grounds administration, purchasing and 
stores, personnel administration, food services, and 
pupil transportation. (IV) 

BUSINESS AND MANAGEMENT PRINCIPLES (sub- 
ject matter)^Sec appendix, p. 1 58.* - , 

BUSINESS ARITHMETIC OR MATHEMATICS (sub- 
ject matter)-See appendix^ p. 1 54 

BUSINESS COMMUNICATIONS (subject matter)-Sc<? 
appendix, p, I 54. , « 

*' , / 

BUSINESS CYCLE Cyclical fluctuations m business 



activity, in which periods of depression or recession 
(contractions) alternate with periods of prosperity or 
inflation (expansions). The alternating high and low 
phases follow each other in regular succession, but do 
not follow any fixed pattern of duration or intensity. 
(Unpublished VIII) 

BUSIf^ESS DATA PROCESSING SYSTEMS OCCUPA- 
TIONS (subject matter)-See appendix, p. 23!. 

BUSINESS ETHICS (subject matter)-See appendix, p 
154. 

BUSINESS FINANCE (subject mater)-See appendix, 
p. 154. 

BUSINESS LAW (subject matter)-See appendix, p. 
154. 

BUSINESS MACHINE MAINTENANCE (subject mat- 
ter)-^ appendix, p. 255. 

BUSINESS MACHINES (subject matter)-** ap- 
pendix, p. 154. 

. BUSINESS MANAGER- A staff member performing 
assigned activities* which have as their purpose the 
management of the organization of the school system 
for carrying out its business administration functions. 
(IV) 

BUSINESS PSYCHOLOGY (subject matter)-S<?c ap- 
pendix, p. 155. 

BUSINESS SCHOOL-A nonpublic educational institu- 
tion offering courses in preparation for business occu- 
pations such as stenography, bookkeeping, and data 
processing. Such an institution frequently is referred to 
as a "Private Business School" or "Business College." 
(VI) 

BUSINESS STATISTICS (subject matter)-** ap- 
pendix, p. 155. 

BUSINESS SUPPORT SERVICES-Activities con- 
cerned with purchasing, paying for, transporting, 
exchanging, and maintaining goods and services for the 
LEA. Included are the fiscal, acquisition of facilities, 
operation and maintenance, and internal services for 
operating all schools. (IIR, IVR) 

BUYER- A staff member performing assigned activities 
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such as preparing bids, interviewing :>ales representa- 
tives, and recommending bid awards in connection 
,with the procurement of school supplies, equipment, 
and other school property. (IV) 

C 

CI AND C2-.SymbuIs used to identify pupils who have 
completed their schoolwork, as follows. CI -Gradu- 
ated from high school or junior college; C2-Completed 
other schoolwork. (V) See also COMPLETION OF 
SCHOOLWORK. 

CAFETERIA-A service area designed or adapted 
specifically for use in preparing meals for,. or serving 
meals to, the student body or other groups and 
providing facilities for eating such meals. (Ill, IV) 

CAFETERIA FUND-S*? FOOD SERVICE FUND. 

CAFETERIA MANAGER- A staff member performing 
the assigned activities of "directing and managing the 
operatfon'of a school cafeteria. (IV) 

CAFETERIA OR LUNCHROOM-An area designed, or 
adapted, specifically for use in preparing meals for, or 
serving meals to, the student body or other groups, and 
providing facilities for eating such meals. (Ill, VI) 

CAFETORIUM-An instructional space designed, or 
adapted, specifically for the combined functions that 
might normally be served by a separate cafeteria and a 
separate auditoni/m. (III-VI) 

CALCULUS (subject matter)-^ appendix, p. 21 1 . 

CALCULUS WITH ANALYTICAL GEOMETRY (sub- 
ject matter)-See appendix, p. 21 2. 

CAPACITY OF A SCHOOL PLANT— Ste STUDENT 
CAPACITY OF A SCHOOL PLANT. 

CAPITAL IMPROVEMENTS- Ah developments having 
a potentially long period of usefulness. For example, in 
a community's terms, capital improvements would 
include streets, traffic control facilities, water and 
sewage treatment, handling, and distribution facilities, 
and bnd acquisition 'and improvement. (Unpublished 
VIII) 

CAPITAL OUTLAY-An expenditure which results in 



the acquisition of fixed assets or additions to fixed 
assets which are pre>umed to have benefits for more 
than one year. It is an expenditure for land or existing 
buildings, improvements of grounds, construction of 
buildings, additions to buildings," remodeling of build- 
ings, or initial, additional, and replacement of equip* 
mcnt.(I,II, III,V;VIMIR) - 

CAPITAL PROJECT FUND- Used to account for all 
resources used for acquisition of capital facilities 
including real property. (IIR) » 

CARD-PUNCH MACHINE OPERATOR-A clerical 
staff member performing the assigned activity of 
operating a machine for punching data into cards for 
use in an accounting machine. (IV) 

CARE AND UPKEEP OF BUILDINGS SERVICES- 
Activities concerned with keeping the physical plant 
clean and ready for daily use. This data element 
includes operating the heating, lighting, and ventilating 
systems and preserving the security of school property, 
it also includes repair and replacement of facilities and 
equipment. (IIR-IVR) 

CARE AND UPKEEP OF EQUIPMENT SERVICES- 
Activities concerned with maintaining, in good con- 
dition, equipment owned or used by the LEA. This 
data element includes such activities as servicing and 
repairing furniture, machines, and movable equipment. 
(IIR-IVR) 

CARE AND UPKEEP OF GROUNDS SERVICES- 
Activities concerned with maintaining, in good con- 
dition and on a daily basis, land and its improvements 
other than buildings. (IV-IIR-IVR) 

CAREER COUNSELING-A counseling process in 
which the pupil is assisted in utilizing his aptitudes and 
abilities to develop realistic career plans. (VI) 

CARPENTERING ASSIGNMENT- An assignment to 
perform activities involved in constructing, erecting, 
installing, and repairing wooden structures and fix- 
tures. (IIR, IVR) 

CASE LOAD-The number of students for whom a 
professional staff member is responsible for providing 
special educational services. (VR) 

CASEWORK-The application of the casework 
method. Tins involves thorough studies of individual 
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pupils by staff members skilled m the casework 
method. (IV-VI) - 

CASH-Currency, checks, postal and express mone> 
orders, and bankers' drafts on hand or on deposit with 
an official or agent designated as custodian of cash; and 
bank deposits. Any restriction or limitations as to its 
availability should be indicated. (K-IIB-IIR) 

CASH BASIS-The basis of accounting under which 
revenues are recorded onl> when actuall> received, and 
only cash disbursements are recorded as expenditures. 
(II, HR) 

CASH CHANGE FUND- A sum of monc> set aside for 
the purpose of providing cash register change. (MR) 

CASH DISCOUNTS-An allowance received or given 
by vendors for payment of invoices within a stated 
period of time. (II, IIMIB-IIR) 

CASH WITH FISCAL AGENT-Dcposits with fiscal 
agents, such as commercial 'banks, for the payment of 
matured bonds and interest. (IIR) ; 

CASHIER-A clerical staff member performing the 
activities of accepting cash receipts and keeping a 
record of cash transactions for an operation of the 
school involving cash receipts. The use of a cash 
register may or may not be involved. (IV) 

i 

CATALOGER-A staff member performing assigned 
professional library service activities of classifying 
books and instructional materials according to an 
established classification system. (IV) 

CATALOGING-Activities involved in classifying edu- 
cational nledia" according to aft established classification 
system and building a catalog to facilitate information 
retrieval which includes listings according to such 
information as subject, author, tijje^ and producer. 
(VII) - 

CATEGORICAL AID-Educational support funds pro- 
vided from a higher governmental level and specifically * 
limited to (earmarked for) a given purpose, e.g., special 
education, transportation, ,or vocational education. 

(vii, iir) t ^ 

CENSUS-See SCHOOL CENSUS and CONTINUOUS 
SCHOOL CENSUS. . 
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CENSUS AGE-See SCHOOL CENSUS AGE. 

CENSUS COUNTY DIVI$IONS-Subdivision of the 
county set up by the Bureau of the Census in eighteen 
States as statistical areas for the presentation of data. 
(Unpublished VIII) 

CENSUS TAKER-A staff member performing as- 
signed activities concerned with the systematic counting 
of resident persons in a school district and with the 
recording of such related information about the per- 
sons as the school district requires. (IV) 

CENSUS TRACT-Smal! areas into which large cities 
and metropolitan areas have been divided fqr statistical 
purposes, and which have been designed to achieve 
«some uniformity of population characteristics, eco- 
nomic status, and living conditions, within each tract. 
(Unpublished VIII) 

CENTRAL ADMINISTRATIVE OFFICE- An office or 4 
building used primarily for housing personnel and* ' 
equipment engaged in activities which have as their 
purpose the general regulation, direction, and control 
of the affairs of the LEA that are systemwide and not 
confined' to ond; school, subject, or narrow phase of 
school activity. (ifR, IVR) 

CENTRAL COOLING BUILDING-A building used 
primarily for housing the cooling plant far a school > 
■ plant or other group of building-facilities. » " v 

CENTRAL HEATING* AND COOLING BUILDING-A 
building used primarily for housing the heating and 
cooling plants for a school plant or w other group, of 
building*facilities. s (III) 

CENTRAL HEATING BUILDING-A building used 
primarily for housing the heating plant for a schoo 1 
plant Or other group of building facilities. (Ill) 

CENTRAL TENDENCY (measure)-Any of various . 
'statistical measures used to obtain a single number that 
is considered the most representative value of a series " 
of'data. (Unpublished VIII) 

CENTRIFUGAL FORCES-Those forces which impel 
functions oind people to migrate from the central part 
of an urban area toward, or beyond, its periphery. 
(Unpublished VIII) 

CENTRIPETAL FORCES-Those forces which hold 
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functions and people in die centiul pan of an uiban 
area and attiact others to that cental area. (Unpub- 
lished VIII) 

CERTIFICATE- The legal document giving authoriza 
lion from- the State (or an agency or organization 
authorized by the State) to perform services for the 
LEA. (^Licenses" which meet these criteria should be 
regarded-as u cefi)ficates;>(IV-VIl-!VR) 

CERTIFICATE ENDORSEMENT— The information in- 
cluded in or added to an issued certificate specifically 
indicating the services which the certificate holder is 
authorized to perforin. (IV, VII) 

CERTIFICATE ISSUING AGENCY-The State depart- 
ment, office, or other State agency (or an agqncy or 
organization authorized by the State) which issues 
certificates, licenses, permits, or other credentials to 
perform school services. (IV) 

CERTIFICATE OF ATTENDANCE-A document cer- 
tifying the presence of the pupil at school during given 
years or on given days. This document sometimes is 
awarded in lieu of a diploma or certificate of comple- 
tion. (V- VI) ' 

CERTIFICATE OF COMPLETION- A docuWnt certi- 
fying the satisfactory completion of a course or a 
program of studies. This document frequently is 
aviarded for courses for which credit toward gradua- 
tion is not granted. This document sometimes is 
, referred to as a ''certificate ot training." (V, VI, VR) 

CERTIFICATE OF * HIGH SCHOOL EQUIVA- 
LENCY- A 'formal document issued by a State depart- 
ment of education or other authorized agency certi- 
^ fying.that ait individual has met the State requirements 
for high school graduation by attaining satisfactory 
scores on the Tests of General Educational Develop- 
ment or another State-specified examination. Certifi- 
cates of high school equivalency are official documents 
that frequently are accepted by employers, post-secon- 
dary educational institutions, and others in the same 
manntir as high school diplomas. (V, VI, VII-VR) See 
also HIGH SCHOOL EQUIVALENCY EXAMINA- 
TION ami TESTS OF GENERAL EDUCATIONAL 
DEVELOPMENT (GED). ' * " 

CERTIFICATE OF TRAINING-Sce CERTIFICATE 
OFQGMPLETION. ^ 

CER-flFICATE RENEWAL- Hie reissuance of a given 



certificate held b> a staff member upon expiration of 
the term specified on the old certificate and upon 
evidence submitted by the staff member that specified 
conditions for renewal (e.g., experience, additional 
preparation, or both) have been met. (The renewal^of a 
certificate through endorsement is regarded as certifi- 
cate renewal.) (5V) 

CERTIFICATE REVOCATlON-The annulment of a 
credential (such as certificate, license, or permit) by 
the agency which issued it. (IV) 

V 

CERTIFICATED- Authorized by the State to perform 
services for which a legal credential is necessary v (IV) 

CERTIFICATION-The general process by which the 
State (or agency or organization authorized by the 
State) provides a credential to aiV individual. (IV-VH- 
IVR) ? 

CERTIFICATION OF BIRTH-See AGE CERTIFI- 
CATE. ' 

CHART OF ACCOUNTS-A list of all accounts gen- 
erally used in an invididual accounting system. In 
addition to account title, the chart includes an account 
number which has been assigned to each account. 
Accounts in the chart are arranged with accounts of a 
similar nature; for example, assets"and liabilities. (IIB, 
IIR, IVR) 

CHECK-A bill of exchange drawn on a bank payable 
on demand; a written order on a bank to pay on 
demand a specified sum of money to a nanfiJd person, 
to his order, or to bearer out of money on deposit to 
the credit of the maker. A check differs from a warrant 
iii that the Jatter is not necessarily payable on demand 
and may not be negotiable; apd it differs from a 
voucher in fhat the latter is not an order to pay. A 
voucher-check combines the distinguishing marks of a 
voucher and a check; it shows the propriety of -a 
payment and is an order to pay. (II-IIB-IIR) 

CHIEF EXECUTIVE ASSIGNMENT-An assignment 
to a staff member to perform the head executive 
management activities of a school system. (JV) 

# 

CHIEF STATE SCHOOL OFFICE R-The chief execu- 
tive officer of the State department of education. (VII) 

CHILDREN WITH SPECIFIC LEARNING DISABILI- 
TIES-Children who have a disorder in one or more of 



Ihe basic psychological processes involved in under- 
'stan4mg or m using language, spoken 01 written, which 
disorder niav manifest itself fn imperfect ability to 
listen, think, speak, -read, write, spell, or do mathe- 
matical calculations. Sikh deciders include *uJi condi- 
tions aS a perceptual handicaps, brain mjur>, minimal 

• brain iMfunct s on, dyslexia, and developmental apha- 
sia. Such term does not include children who have 
learning problems which z:c primarily the result of 
visual, hearing, or motor handicaps; of mental retarda- 
tion, of emotional disturbance, or of environmental 
disadvantage. (VR) 

CHUR^i-RELATEti SCHOOL-A school associated 
'with a religious or church organization. (VR) 

* CIRCULATION AREA-A building area used fo'r 
general traffic, omitting such areas as unit-contained 
corridor* and ttuu* lucaud within, and serving parts of, 
a unit or suite. (Ill) 

CITIZENSHIP EDUCATION (subject matter)-Sce ap- 
pendix, p. 239. ^ 

CITY PLANNING- As traditionally conceived, a means 
for systematically anticipating and achieving adjust- 
ment in the physical environment of a city consistent 
with sociat and' economic trends and sound principles 
of civic design: More recent 1 concepts of planning 
extend to include a complete consideration of social 
values, optimizing the human landscape, and the 
development of advocacy planning wherein the plan- 
ning represents the people of a neighborhood or 
segment of the community, (Unpublished VIII) 

♦ 

CIVIC ACTIVITIES School related activities such a* 
parenHeachpr association meetings and such non- 
M.hou| related uvic activities as public forums, lectures, 
and civil defense planning usually connected with 
school services. (IV- 1 1 R, IVR) 

CIVIC ORGANIZATION Broadly used, an organized 
group of member* of a community having a* their 
common purpose the promoting and furthering uf 
public; causes or enterprise*. (Unpublished VIII) 

CIVIL-Pertaining to a community of citizens, their 
government, or ther interrelations. (VII) 

CIVIL DEFENSE -A program designed to provide 
adequate defense fur a community uf citizen* against 
loss of life or proper t> due to war or natural di*a*ter. 
(VI-VII) 



CIVIL RIGfcTS-Those rights guaranteed to the indi- 
vidual by tiie constitution and congre**ional acts. (VII) 
See also HUMAN RIGHTS. 

CLASS- A gioup of *tudents assigned to one or more 
teachers 01 other staff members foi a given period of 
time, for instruction or other activity in a situation 
where the teacher(s) and the students are- in the 
presence of each other. (I, III-I V, V, VI, VR) 

CLASS PERIOD-The portion of the daily session set 
aside for instruction in classes, when most classes meet 
for a single such unit of time. (V-VI, VR) 

. * 
CLASS SIZE— The membership of a class as of a given 
date. (VR) 

CLASS TfME PER WEEK-the average number of 
minute* the staff member is assigned to each class each 
week, including laboratory periods. (IV)' See also 
WORKLOAD and UNIT OF WORK. 

CLASSICAL LANGUAGES (subject mattcr)-&><? ap- 
pendix, p. 182. 

CLASSROOM-A space designed or adapted for regu- 
larly scheduled group instruction. Tins includes the 
so-called!, regular classrooms and special use classrooms 
such as laboratories and shops but excludes such rooms 
as auditoriums, lunch rooms, libraries, and gym- 
nasiums. (III-V- VI I) 

CLASSROOM TEACHER-A staff member assigned 
the professional activities of instructing pupils-in 
self-contained classes or courses-in classroom situa- 
tions for which daily pupil attendance figures for the 
school system are kept. (I V-VI) See also TEACHING 
ASSIGNMENT and CLASSROOM TEACHING AS- 
SIGNMENT. 

CLASSROOM TEACHERS PER 1,000 PUPILS IN 
AVERAGE DAILY MEMBERSHIP— Tlie number rep- 
resenting the total full-time equivalency of classroom 
teaching assignments in a school system during a given 
j/cnod of tunc, multiplied f>y 1 ,000 and divided by the 
average daily membership (ADM) of pupils during this 
period. (V, VI) 

CLASSROOM TEACHING ASSIGNMENT-An assign- 
ment to a staff member to instruct pupils in courses in 
classroom situations for which daily pupil attendance 
figures for the school system are kept. (V) See also 
TEACHING ASSIGNMENT. 
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CLEARING ACCOUNTS Amount* used to accumu- 

iatc total receipts 01 expenditures cither for later 

distribution among the accounts to wltiJt Midi receipts 

01 expenditures aic properly allowable, or for recording 

the net thiferences under the proper account. (II; 

IIR) See. also REVOLVING FUND; PREPAID EX- 

PENSES; and PETTY CASH, 
i 

CLERICAL ASSIGNMENT-. Vi assignment to perform 
activities concerned with preparing, transferring, tran- 
scribing, systematizing, or filing written communica- 
tions and recoids. Tliis assignment includes the posi- 
tions of clerk, clerk-typist, stenographer, file clerk, and 
secretary. (IV-IIR, IVR) ^ 

CLERICAL PERSONNEL-Staff members performing 
activities concerned with preparing, transferring, tran- 
scribing, systematizing, or filing written communica- 
tions and records. Included are stenographers and 
secretaries. (I, II, III-IV, VII-IIR-IVR) 

CLERICAL,, PRACTICE (subject maiter)-Sa? ar| 
pendix, p. 000. 

CLERK— A clerical staff member performing a variety 
of askigncll routine activities pertaining io written 
records and reports. The use of simple machines; may 
or may not be involved in the assignment. (IV) See also 
CLERICAL ASSIGNMENT. 

CLOCK-HOUR-About 60 minutes of classwork or 
instruction. Tins may include time for passing from 
one class to another. (IV-VR) 

CLOSING ENTRIES-Enlnes which are made at the 
end of the accounting period to transfer balances in 
General Ledger Receipt, Expenditure, Appropriation 
and Estimated Revenue accounts to the Fund Balance 
account. (IIB) 

> 

COCURRICULAR ACTIVITIES-Activities, under the 
sponsorship or direction of the school, of the type for 
which participation generally is not required and credit * 
generally is not awarded. (VI, VII-IIR, IVR-VR) . 

CODE-A system of numbers or other symbolic desig- 
nations used for identifying previously defined items 
and categories of information. (IV, V) See also 
CODING and CODE DESIGNifTION. 

CODE DESIGNATION -A number or other symbolic 
designation assigned to a specific item or category of 
information for identification purposes. (V) 



CODING A .neans of distinguishing among items and 
categories of information by assigning numbers or 
other symbolic designations so that the items and 
categories aw readily identifiable. (II, IIMV, V-IIB-VII, 
IIR, VR) 

COGNITIVE AND PERCEPTUAL SKILLS TEST-An 
examination measuring components of a person's 
mental ability, such as visual memory, figure-ground 
differentiation, auditory memory, reasoning ability, 
and sequential processing. (VR) 

COLLECTORS-The third rank in the classification of 
streets, providing the links between arterials and local 
streets and thus serving both to^nuive vehicles and, to a 
lesser degree, to serve adjoining properties. (Unpub- 
lished VIII)} . , 

COLLEGE-A postsecondary school which offers"gCTT^ 
eral or liberal arts education, usually leading to a first 
degree. For the purposes of this handboqk, junior 
colleges and community colleges may be included 
under this terminology. (IV-VII) 

COMBINED COMMUNITY COLLEGE AND SECON- 
DARY SCHOOL PLANT-A school plant that houses 
on a permanent basis two schools only-a secondary 
and a community college. (Ill, V, VI) 

COMBINED ELEMENTARY AND SECONDARY 
SCHOOL PLANT-A school plant which houses both 
an elementary school <ind a secondary school. (I, II-III, 
IV, V, VMIRJVR) 

COMBUSTIBLE BUILDI Jc-An all-frame building; a 
building with fire-resistive Veneer on wood frame; cr 
one with fire-resistive bearing walls, but otherwise of 
combustible construction. (Ill) 

COMMERCIAL ART OCCUPATIONS (subject mat- 
ter)-&?e appendix, p. 255. 

COMMERCIAL FISHERY OCCUPATIONS (subject 
matter)-See appendix, p. 255. 

COMMERCIAL . PHOTOGRAPHY OCCUPATIONS 

(subject matter)-See appendix, p. 256. 

COMMISSION A group of people chosen by appro- 
priate authority to perform certain duties oi tasks, or 
to exercise certain powers. (VII) 
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COMMUNICATION (object of expenditure)- Expendi- 
tures for telephone and telegraph services as well as 
postage machine rental and postage. (IIR) 

COMMUNICATION DISORDER-An impairment in 
speech and/or langauge (including impaired articula- 
tion, stuttering, voice impairment, and a receptive % 
expressive verbal language handicap) that is sufficiently 
severf to adversely affect the performance of an 
individual in the usual school program. (VR) 

COMMUNICATIONS SKILLS (subject matter)-S<?<? 
appendix, p. 268, 

« 

■ COMMUNITY COLLEGE- A junior college usually 
operated by the board of education of a local basic 
administrative Cinit (including the independent local 
board, for one or more community colleges). Instruc- 
tion is adapted in content, level, and schedule to the 
needs of the local community* (I, II, IIMV, V, VI, VJI) 
See also COMMUNITY/JUNIOR COLLEGE and JUN- 
IOR COLLEGE. 

COMMUNITY COLLEGE* SCHOOL PLANT-A plant 
that houses on a permanent basis one school only-a 
school that begins with grade 13, offers at least 1 but 
Jess than 4 years of work, and does not grant the 
baccalaureate degree. (Ill) 

COMMUNITY COUNCIL-An advisory council to Hie 
local school which might be composed of all the block 
leaders in the area served by the school. Such councils 
are used in the Community Education movement to 
assist the community scliool director in getting and 
using information from the community. Sometimes the 
council members are elected by residents of the 
community. (Unpublished VIII) 

COMMUNITY COUNSELOR-A school employee 
sometimes called a Ho.ne Counselor. A citizen from 
the community (usually a woman) who is trained in 
working with families to help them meet family 
problems and to introduce them to ways of upgrading 
the quality of home and family life. (Unpublished 
VIII) 

COMMUNTV EDUCATION- The concept of the com- 
munity as a whole being the primary educative 
influence upon the members of the cpmmunity. This 
concept recognizes that all people in a community, 
regardless of age, have educational needs and that 
resources to meet tlnsc neads arc largely resident in 



the community. It recognizes that schools can coordi- 
nate the efforts of agencies and resources. (Unpub- 
lished VIII) 

COMMUNITY IDENTITY- The extent to which an 
individual regards tne community he lives in as a 
characteristic necessary to describe him. (Unpublished 
VIU) ' 

COMMUNITY/JUNIOR COLLEGE-An institution of 
higher education which usually offers the first two 
years of college instruction and career education, 
grants an associate's degree^ and does*' not* grant a 
bachelor's degree. It is either a separately organized 
institution (public or nonpublic) or an institution 
which is a part of a public school system or system of 
junior colleges. Offerings include transfer, occupa- 
tional, ai^d/or general studies programs at the post- 
secondary instructional level and may also include 

„ adult/continuing education programs. (IIR, IVR, VR) 
See also COMMUNITY COLLEGE and JUNIOR COL- 

• LEGE. * , 

COMMUNITY PLANNING- A process of, long-range, 
community-wide development involving: (a) compie- 
hensive study and analysis of the community's prob- 
lems, needs and resources; (b) the formulation of goals; 
(c) determinafion of a plan of action; and (d) imple- 
mentation. (Unpublished IX) 

COMMUNITY RECREATION-Concerned with pro- 
viding recreation programs for the community as a 
whoie, or for some segment^/ the community. It 
includes such staff activities as organizing and super- 
vising playgrounds, swimming pools, and other recre- 
ation programs for the community. (IV, IIR, IVR) 

y 

COMMUNITY RELATIONS-Concerned with con-, 
ducting community relations activities. It includes main- 
taining liaison with local civic groups, serving as the 
central point for all requests for public speaking 
engagements, responses to public inquiry, arranging for 
taurs of, and visits to, the LEA. (IIR, IVR) 

COMMUNITY SCHOOL-An elementary, secondary, 
and/or adult/continuing education organizational ar- 
rangement (or institution), operated by a local board 
of public education, jn which instruction and other 
activities are intended to be relevant and applicable to 
the needs of all or most segments of the total 
population of the community served. (VR) 
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COMMUNITY SCHOOL COORDINATOR- A profes- 
sional employee of the school district whose primary 
function is to coordinate the efforts of the various 
community school directors through the school dis- 
trict. (Unpublished VIII) 

COMMUNITY SCHOOL DIRECTQR-A professional 
position within a community school. His primary 
responsibility is to relate to the school community, 
collect information relative to needs, and coordinate all 
tl\e efforts of the community to meet those needs. He 
is responsible ta the building principal or the coordi- 
nator. (Unpublished VIII j 

COMMUNITY SERVICE EDUCATION-A term fre- 
quently used synonymously with the * term "Adult/ 
* Continuing Education." Tins term reflects the efforts 
of community colleges $nd other institutions or agen- 
cies to extend their resources (e.g., facilities, personnel, 
and expertise) into the community rjirough programs 
of noncredit educational, avocational, or recreational 
courses, seminars, conferences, workshops, ? and other 
events utilizing any applicable facility or locale. (VR) 
See also ADULT/CONTINUING EDUCATION. 

COMMUNITY SERVICES-Setvices, other than public 
schtfol and adult education functions, provided by the 
school or LEA tor purposes relating to the community 
as a whole or some segment v)f the community. These 
include such services as community recreation pro- 
grams, civic activities*,, public libraries, programs of 
custody and care of children, community welfare 
activities, and services for nonpublic school pupils 
provided by the public schools on a continuing basis. 
(:, II, IIMV-VI-IIR, IVR) * * 

— = COMMUNITY SERVICES BUILDING-A building 
used primarily for housing personnel and equipment 
engaged in services provided by the school district for 
the community as a whole, or some segment of the 
community, excluding public school and adult edu- 
cation programs operated by the school district. Tins 
term includes buildings housing recreation activities 
tftaf are not.considered part of the regular instructional 
program or student-body activity program, civic ac- 
tivities, such as meetings of utuens, public forums and 
lectures, parent-teachers' associations, and civil defense 
planning, activities concerned with the custodial and 
detention care of children, activities concerned with 
provision of aid to indigent children; and community 
canneries and laundries. Public library buildings and 
playground buildings are nut designated by this term. 
t (III) 
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COMPARA^ILITY-Thc characteristic of common- 
ality among or between selected elements measured in 
terms o» identical constants. The 'accuracy of the 
measurement of the degree of comparability 4 s usually 
dependent on the number of constants applied. (IIR, 
IVR) 

COMPARABLE INFORMATION-Items of informa- 
tion which can be compared and combined as recorded 
because they are based on the same definitions. (IV, V) 

COMPLETION OF SCHQdLWORK-'Completing a 
program of studies and withdrawing from school. This 
includes graduation from high s;hool (grade 12) or 
college, or otherwise fulfilling the requirements for a* 
prescribed program of studies. Midyear or year-end 
transfer to a higher grade within the same school is not 
considered as completion of schoolwork. (V-Vl) 

COMPOSITION (subject matter)-See appeitdix, p. 
177. ; '' 

COMPOUND ENTRY-A Jbalanced entry which con- 
tains two or more debits or two or more credits. (IIB) 

COMPREHENSIVE HIGH SCHOOL-A secondary 
school with a number of departments (e.g., academic, 
industrial, business, t> and vocational) offering a diversi- 
fied program to meet, the ^eeds of students with 
varying interests and abilities. (IV, V, VI, VII, VR) * 

COMPULSORY SCHOOL ATTENDANCE- The prac- 
tice of requiring school attendance by law. (V, VR). 

COMPULSORY SCHOOL ATTENDANCE AGE-The 
age'span during which a child is required by law tc 
attend school. (V, VR) 

COMPUTER-ASSISTED INSTRUCTION-Programed 
instruction utilizing an electronic computer as the 
principal medium of instruction. (VI, 11R, IVR) < 

COMPUTER-ASSISTED INSTRUCTION SERVICES- 
Activities concprned with planning, programing, wri* 
ing, and presenting educational programs or segments 
of programs which have been especially programed for 
a computer to be used as the principal medium of 
instruction, (IVR) 

COMPUTER MATHEMATICS (subject matter) -See 
appendix, p. 212. 




COMPUTER OPERATING ASSIGNMENT- An assign- 
ment to operate and iontrol computers and related 
peripheral equipment (IIR, IVR) 

COMPUTER' PROGRAMING-Prcparation ol a logical 
sequence of operations to be performed by a computer 
in solving a problem or processing data, the preparation 
of coded instruction* and data for such a sequence. 
(VII) 

. CONCEPT-An idea or mental image of what a thing in 
general should be, especially a representation ol the 
common element* or attributes distinguishing one 
&oup of objects or idea* from other groups. (VI) 

CONDEMNATION PROCEEDINGS-The process by 
which propei ty of a private owner is taken through 
right of eminent domain for public use, (III) X 

CONDITION OF ROADS-Detennined by >elassifica- 
tion assigned officially by an agency such as the Office 
of the County Engineer or the State Highway Depart- 
ment. This is an important factor in determining pupil 
transportation costs and planning bus routes. (IJnpub- 
lished VIII) 

CONFIDENTIAL REPORTS FROM OUTSIDE AfcK{- 
CIES (student record)-Confidential information from 
the records of cooperating 'agencies and individuals 
such as hospitals, child welfare agencies, and the 
juvenile court; or correction officers and private prac- 
titioners. Any such reports should be accepted only 
with the mutual understanding that they will not be 
incorporated into cumulafove records or special student 
services records, they will be under the direct super- 
vision of qualified school personnel and they will be 
made available on request to students or their parents. 
(VR) See also CUMULATIVE STUDENT RECORD 
and SPECIAL STUDENT SERVICES RECORD. 

CONGRESSIONAL DISTRICT A geographical area 
within a State, defined for electoral purposes and 
identified by a number or code. (Vf) 

CONSERVATrON (ENVIRONMENT) (subject mat- 
>tcT)-See appendix, p. 225. 

CONSERVATION ENVIRONMENTAL* EDUCATION 

(subject mMer)~See appenux, p. 2*39, 

CONSTRUCTION (subject matter) Sec appendix, p, 
200. 



CONSTRUCTION AND MAINTENANCE TRADES 
(subject inatter)-See appendix, p. 256. 

CONSTRUCTION AREAS-The areas of walls, and of 
piers that are to be included m construction, shali.be 
the total area at each floor level measured through the 
wall, pier, or column from principal face to face, 
exclusive of anv such area otherwise assigned, such as 
recessed case and ajcove spaces which are assigned as 
parts of classrooms or other functional floor areas. (Ill) 

CONSTRUCTION COST OF A BUILDING-Contract 
cost plus costs for architectural and engineering, legal, . 
and educational consultative services rendered in con- 
nection with the building's construction, including 
salaries and expenses for an> such sewices that mav be 
, rendered by school district employees. (Ill) 

CONSTRUCTION CONTRACTS PAYABLE- 
Amounts due, by an LEA on contracts for construction 
of buildings, slructures,.and other improvements. (1IR) 

CONSTRUCTION CONTRACTS PAYABLE-RE- 
TAINED PERCENTAGE-Liabilities on account of 
construction contracts for that portion pf the work, 
which has been completed but on which part of the 
liability has not been paid pending final inspection, or 
the lapse of a specified time period, or both. The 
unpaid amount is usually a stated percentage of the 
contract price. (IIR), 

CONSTRUCTION FUND-Thc fund which finances 
the construction of school buildings and the acqui- 
sition of any related land and equipment. (IIB) 

CONSTRUCTION WORK IN PROGRESS-The cost of 
construction work undertaken but not yet completed. 
(IIR) 

CONSULTANT-A person who gives professional or 
technical advice and assistance. A consultant may 
"perform hu> service* under contract (purchased serv- 
ices) or he may be an employee on the payroll of a 
State agency. (II, lll-IV-VII, IIR,. IVR) 

CONSULTANTS OR SUPERVISORS OF INSTRUC 
TION-Sft? SUPERVISORS OF INSTRUCTION. 

CONSULTATIVE (State education agency ^Relating $ 
to consultation, advice, assistance, and counsel. Con- 
sultative services may be performed under contract 
(purchased services) or b> an employee on the payroll 
of the State agency. (VII) 
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CONSUMER EDUCATION (subject matter) See ap 
pendix, p. 156. 

CONTINGENT FUND -Assets ui other resouues set 
aside to provide fox unforeseen expenditures, or for 
anticipated expenditures of uncertain amount. (II, IIR) 

CONTINGENT LIABILITIES-ltems which may be- 
come liabilities as a result of conditions undetermined 
al a given date, such as guarantees, pending lUw suits, 
judgments under appeal, and unsettled disputed claims. 
(II, IIR), 

CONTINUING CONTRACT- A contract which con- 
tinues automatically from year to year without action 
on the part of governing authority, but which may be 
terminated through appropriate action on the part of 
thefarties involved. (IV, VII, IVR) 

CONTINUING EDUCATION-^ ADULT/CON- 
TINUING EDUCATION. 

CONTINUITY— The orderly, planned sequence of edu- 
cational experiences, as from one grade, school le^el, 
stage of * development, or aspect of subject-matter , 
content to another. (VI) 

CONTINUOUS PROMOTION-The practice pf pro-* 
moting pupils on the basis of chronological age. (VI) 

CONTINUOUS SCHOOL CENSUS-Aif individual rec- 
ord of. every resident child from birth to 21 years of 
age, or within some other age limits, which is checked 
regularly with all sources of information available to 
the school so as to provide an accurate current list of 
all children residing in a given administrative unit. (V 
V$) * 

CONTINUOUS STUDENT ACCOUNTING-A concept 
involving the acceptance*of responsibility to account 
positively .for a student once he has enrolled in the 
school or school system. The name of the student 
remains on the membership rolls -even though he does 
not r appear for classes at the beginning of a new - 
term-until it is determined that his name should be 
withdrawn from the rolls. (VR) 

CONTRACT COST OF A BUILDING-The cost for 
.the actual .erection of the building, involving such costs 
as those for general construction contracts plus extras 
to the contractor and less wrests, heating and ventilat^ 
ing contracts, plumbing contracts, electrical contracts, 



painting contracts, built-in equipment, and outdoor or 
underground pans of building service systems; and any 
salaries, construction materials, rental fees for con- 
struction equipment, and similar expense* for construc- 
tion performed b> school district employees, Costs for 
movable equipment are not included. (Ill) 

CONTRACTED SERVICES-Serviccs rendered by per- 
sonnel who are not on the payroll of the LEA, 
including all related expense covered by the contract. 
(IMV, VI-VII-IIR, IVR) See also PURCHASED SERV- 
ICES. 

CONTRACTS PAY ABLE- Amounts due on contracts 
for goods and services received by an LEA. (IIR) 

CONTRIBUTIONS AND DONATIONS FROM PRI- 
VATE SOURCES-Money received from a philan- 
thropic foundation, private individuals, or private 
organizations for which no payment or special service 
to the donor is expected. Separate accounts may be 
maintained for revenue unrestricted as to use, and 
revenue which is restricted as to use. (IIR, IVR) 

CONTROLLING' ACCrOUNT- An account usually kept 
in the general ledger in which the postings to a number 
of identical, similar, or related accounts are sum- 
marized so that the balance in the controlling account 
equals the sum of the balances t of the detailed 
accounts. The controlling account serves as a check on 
the accuracy of the detailed account postings and 
summarizes the expenditures in relation to the budget 
estimates. (II-IIB-11R, IVR) 

CONTROLLER-A staff member performing assigned 
activities in connection with the control of expendi- 
tures in terms of budgetary restrictions and* the 
certification of the legality of expenditures in accord- 
ance with applicable laws and regulations. (IV, VII) 

CONVENIENT COMMUTING RANCE-Distance 
which can be traversed easily from hcruc to school or 
work in about .one hour's time by public or private 
transportation. (Unpublished VIII) 

COOPERATIVE EDUCATION-A combination pro- 
gram of study and practice conducted on an alternat- 
ing schedule cf half days, weeks, or other periods of 
time providing legal employment foi students with 
organised on-the-job training and correlated school 
instruction. (VI, VR) 
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COOPERATIVE EXTENSION 4 EDUCATION-A 
unique cooperative venture aniong Federal, Statu, and 
county govenments, wich the State land-grant colleges 
serving as administrative ^enters. Heavy emphasis is on. 
agriculture and fiomc economics, Jbut the program has 
expanded to include health, community development, 
conservation, and public affairs. It relies mostly on 
nonclassrooni methods. (Unpublished IX) 

COOPERATIVE ON-THE-JOB TRAINING- An ac- 
tivity in which pupils in occupational programs of 
studies spend a .portion of their time in supervised 
employment (i.e., in on-the-job training) in business or 
industry. This activity frequently is referred to as 
"cooperative work'cxperience." (VI) 

COOPERATIVE PART-TIME % EMPLOYMENT-Pdrt- 
time employment combined ivith schoolwork through 
cooperation between the school and business or 
industry. (VI) 

COOPERATIVE ( WORK EXPERIENCE-See CO- 
OPERATIVE ON-THE-JOB TRAINING. 

* 

COORDINATION (State education agency)-Activities' 
which have the purpose of unifying programs for the 
accomplishment of common objectives. The coordi- 
nation of programs may be within the State depart- 
ment of education" ? #>r between programs within tl& 
department and programs outside the department. 
(VII)I . 

1 f 
COORDINATOR-A staff member performing assigned 

activities Vhich have the purpose of unifying programs 

for trte accomplishment of common objectives. The 

coordination of programs may be within the school 

system or between programs within the school and 

programs outside the school. (IV) 

CORRECTIONAL SCHOOLS -Schools for those pu- 
*pils who, because of severe anti-social behavior, cannot* 
be allowed to participate in the regular school program. 
(VII) 

CORRECTIVE INSTITUTION- An institution td 
which children "and/or youth are committed for. the 
correction of inappropriate patterns of social. behavior. 
(V, VR) Sec also INSTITUTION FOR DELINQUENT 
CHILDREN. 

CORRELATION -A plan whereby teachers of courses 
in.twn or more subject matter areas endeavor'tu relate 

i 



the work- of a givcrv group of pupils in these areas to 
common large problems. (VI) 

CORRESPONDENCE INSTRUCTIONS^ INSTRUC- 
TION BY CORRESPONDENCE. 

COST— The amoupt of money or money's worth given 
• for property or services. Costs may be. incurred even 
before -money is paid, that is, as soon as liability is 
incurred. \ Ultimately, Jiowever, money Or money's 
worth must be given in exchange. Again, the cost of 
some property or service may in turn become a part of 
the cost of another property or service. For example, 
me cost of part or all of the materials purchased at a 
certain time will be reflected in the cost of articles 
made from such materials or in the cost of those 
services in the rendering of which the materials were 
used. (IMII) 

COST, ORIGINAL-See ORIGINAL COST. . 

COST, PER PUPIL-See COST PER STUDENT. 

COST, REPLACEMENT-Se<? REPLACEMENT COST. 

COST, UNIT-See UNIT COST. 

COST ACCOUNTING-That method of accounting 
which provides for the assembling and recording of all 
the elements of cost incurred to accomplish a purpose, 
to carry ,pn an activity or operation, or.to completer 
unit of work or a specific job. (IMIB-VII, MR, IVR) 

COST BENEFIT-Analyses which provide the means 
for comparing the resources to be allocated to a 
specific program with the results likely to be obtained 
from it, or, analyses which provide *Vj means for 
comparing the results likely to be obtains from the* 
allocation of certain resources toward the achievement 
of alternate or competing objectives. (VII, JIR, IVR) . q 

COST CENTER- The smallest*segment of a program 
that is separately recognized in the agency's records, 
accounts, aryf< reports. Program-oriented budgeting, 
accounting, and reporting aspects of an information 
system are usually built upon the identification and use 
of a set of cost centers. (VII, IIR, IVR) 

COST EFFECTIVENESS-Analyses designed to mea- 
sure the "extent to which resources allocated to' a. 
specific objective under each of several alternatives 
actually contribute to accomplishing that objective, so 
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that different ways ot gaining the objective may be 
compared. (VII. IIRJVR) 

COST FEASIBILITY STUDY-An assessment of all 
direct and indirect costs relative to the acquisition and 
development of a site with the sum of these costs 
compared to available fund, for development. (Unpub- 
lished VM). 

COST LEDGER-A subsidiary record wherein each 
project, job, production center, process, operation, 
product, or.service is given a separate account under 
which all items of its costs are posted in the required 
detail. (IMIB-HR) 

COST OF A BUILDING- The actual cost to the 
owning. unit in acquiring the building, regards of 
how the building mtiy have been acquired. 



The cost of "a budding that has been erected by the 
owning school district is the construction cost of the- 
original building and any subsequent additions or 
remodeling, plus any miscellaneous expenses qf the 
district connected with the conduction and acqui- 
sition of a building and additions, such as advertise- 4 
ments for contracts and -cxpenses^onnectcd with the 
sale of bonds; less the estimated cost of any partof the 
building that has been removed. . . . 

When the actual cost of a building is not known, the 
estimated cost as of time of acquisition should be .used 
as the cost figure. When a building has been received^ 
a gift or acquired at np cost through annexation or 
reorganization, the record entry for its cost is zero plus 
any cpsts connected with acquiring and conditioning 
the building tor use, wall an indication that it was, . 
receded as a gift or atjio cost to the district, (III) 

COST OF .EQUIPMENT- The purchase price paid by, 
the owning unit, including the cost of £ny accessories 
or attachments regardless of when they were pur- 
chased, plus any ^freight and installation charges. 
Expenditures for repairs to a piece of equipment are 
not included as part of the cost of the equipment, t 
however, when used equipment is purchased qnd * 
reconditioned in order to place it in service, such 
reconditioning costs are included as part of tlje 
equipment cost, ^hen the actual cost is not known, 
the estimated cost as of the time of acquisition is 
substituted. When equipment has been received as a 
gift, or acquired at no cost through annexation or 
reorganization, the record entry for its cost is zero plus 



any costs connected with acquiring, installing, and 
conditioning it for use, with an indication that it was 
received as a gift or at -no cost to the district. (Ill) 

COST OF IMPROVEMENTS JO SITE-The contract 
amount for, contract work, and salaries and other 
expenses for work done by district employees, plus any 
other expenses connected with any initial installation 
or extension of a si/?improvement. It also includes the 
cost of any special assessments against the schawl 
district for capital improvements on or off the site, 
such as streets, curbs, and drains on or adjacent to the 
site, and any easements involved. 

When the actual cost of ;»n improvement to^sitc is 
unknown and the cost of th* iand is known ;nd has 
been recorded, the cost figure to use is the estimate] 
^cost as of the timetlic improvement was made, 

When an improvement to site has been received as a 
gift, or acquired at no cost through annexation u 
reprganlzation, the record entry for its cost is zero plus 
any costs connected with its acquisition and installa- 
tion, with an indication that it was a gift or acquired a* 
no cost. . . .(Ill) 

COST OF LAND-Tlie purchase price paid by the 
Owning unit fQr all land that makes up a site and all 
improvements to the land existing at the time of 
purchase, plus all costs related to acquiring title to the 
land, such as appraisal fees, search and title insurance, 
site surveys, and condemnafon proceedings. 

If "the purchase price of the land also includes some 
buildings whicirare retained for use, the appraised 1 
value of the buildings should be deducted from the 
price of the land and a record established for the 
buildings. If the buildings are sold rather than retained 
for use, the salvage value should be deducted from the 
price of the land." ^ 

When setting up records for land that has'be ' owned 
for some time and for 1 which the actual cost is not 
known, the cost figure to use is the estimated cost as of 
the time of acquisition. This figure includes the 
estimated cost of the !<md and any existing improve- 
ments, to site for which actual cost figures are not 
available. When land has been received as a gift, or 
acquired at no cost through annexation or reorganiza- 
tion, the record entry for its cost is zero plus any costs 
related to acquiring title to the land, with an indication 
that the land was a gift or acquired at no cost. 
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Improvements to site made after land has been 
acquired by a school district are not included in the 
cos* of land except as indicated in the preceding 
paragraph. (Ill) 

COST PER STUDENT-Current expenditures for a 
given period of time and/or for given programs, divided 
b> an appropriate student unit of measure sucji as 
average daily attendance, or students in average daily 
m2mber>hip. (IIR-VR) See also CURRENT EXPENDI- 
TURES; ANNUAL CURRENT EXPENDITURES PER 
STUDENT IN ADA; ANNUAL CURRENT EXPENDI- 
TURES PER STUDENT IN ADM; CURRENT EX- 
. PENDITURES PER STUDENT; CURRENT EXPEND- 
ITURES PER STUDENT PER DAY (ADA); and 
CURRENT EXPENDITURES PER STUDENT PER 
DAY (ADM). ^ 
t 

COST REVENUE STU.DIES-An analys.s designed to 
provide information on the governmental costs of 
& supplying public improvements and services to urban 
* land areas as tjiese costs relate to available monies to 
finance .such improvements and services and the reve- 
nues that will be generated by the urban land area 
provided with these improvements and services. (Un- 
published VIII) 

COST UNIT-The unit of product or service whose 
cost is computed. (II, IIR. IVR) 

COSTS, BASIC INPUTS BASIC INPUT COSTS. 

COSTS, DIRECTj-See DIRECT COSTS. 

COSTS, INDIRECT -iee INDIRECT COSTS. 

r- 

COSTS, OVERHEAD-^ OVERHEAD COSTS. 

COUNCIL-MANAGER PLAN OF CITY GOVERN- 
~*\ MENT-A form of city government consisting of a 

/ council and a manager Tlie executive head, oc man- 
ager, is not directly responsible to the electorate. He is 

m responsible to an elected city council which hires him_ 
to carry out its policies. Ideally, the mariagcHrefcsen v 

/ less for his political pupjiLmty Or political affiliation 
than for his ability a. a capable executive. ^Unpub- 
hshed VIII) 

COUNSELING ASSIGNMENT- An assignment to per- 
form the activities of assisting pupils and assisting 
parents and Ceachm to assist pupils in making personal 
plans and decisions in relation to education, career, or 
personal development. (IV. V. IfR-IVR) 



COUNSELING SERVICES-Activities concerned with 
the .relationship between Qupils and pupils, counselors 
and pupils as counselees, and between counselors and , 
other staff members and parents for the purpose of 
assisting pupils to understand their educational, per- 
sonal, and occupational strengths and limitations; to 
relate tfieir abilities, emotions, and aptitudes to edu- 
cational and career opportunities, using their.abilities 
in formulating realistic plans; and to achieve satisfying 
personal and social development. (IVR) 

COUNSELOR-A staff member performing assigned 
professional services having the purpose of assisting 
pupils in making plans and choices in relation to 
education, vocation, or personal development. (IV) 

COUNSELORS PER' 1 ,000 STUDENTS IN AVERAGE 
PAILY ATTENDANCE-The number representing the 
total full-time equivalency of counselor assignments in 
a school or school system during a given period of 
time, multiplied by 1,000 and divided by the average 
daily attendance of students during this period. (VR) 

COUNSELORS PER 1,000 STUDENTS IN AVERAGE 
DAILY MEMBERSHIP-The number representing the 
total full-time equivalency of counselor assignments in 
a school or sc! o\ system during a given period of 
time, multiplied by 1,000 and divided by the average 
daily membership of students during this peiod. (VR) 

COUNTY- The primary division of the State inmost 
of the United States. There are no counties in Alaska, 
where election districts are primary. The county is 
known as a parish in Louisiana. (In Maryland, Missouri, 
and Virginia, independent cities are also primary 
divisions of their States.) There are no counties m New 
England. (Unpublished) 

COUNTY ROADS-AII roads legally classed as county 
property and maintained by the county. Construct on 
costs are financed by the county and with funds from 
the States under various funding and rebate programs, 
-(Unpublished) 

COURSE-An organization of subject matter and / 
related learning experiences provided for the in- 
struction of students on a regular or systematic basis, 
usually for a predetermined peripd 0 f time (e.g., a 
semester, <i regular school term, and a 2-week work- 
shop). Credit toward graduation or completion of a 
program of studies generally is given students for the 
successful completion of a course. (IV, V VI VII 
IVR, VR) ' ' 
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COURSE, ADVANCED PLACEMENT— See? AD- 
VANCED PLACEMENT COURSE. 

COURSE, CREDIT-See CfcEE>iT COURSE. 

COURSE, NONCREDlT~S(tf NONCREDIT COURSE. 



COURSE, 
COURSE. 



VOCATIONAL-S<?e VOCATIONAL 



COURSE OF STUDY- A written guide prepared by 
administrators, Supervisors, consultants, and teachers 
of a school system or school, or by consultants and 
otlier speuah;>t> ar the State level, as *n aid to teaching 
a given course or an aspect of subject-matter content to 
a given type of pupil. (VI, VII) 

COVERED PASSAGEWAY -A walkway or drive cov- 
ered by a roof and designed to facilitate the movement 
of general traffic on the site. Passageways enclosed 
with similar type and quality of construction as the 
buiiding prope; are considered part of the building. 
(Ill) 

CRAFTS (INDUSTRIAL) (.subject matter)-See ap- 
pendix^. 200. 

CRAFTS AND TRADES-A grouping of manual as- v 
signments requiring a relatively high skill level (usually 
* acquired through an extensive period of training) as 
well as requiring considerable judgment and a thorough 
and comprehensive Knowledge of the^pjocesscs in- 
volved in the work. (IV-IIR-iVR) 
«* 

CRAFTS AND TRADES APPRENTICESHIP ASSIGN- 
MENT-An assignment to perform the activities of an 
apprentice in crafts and trades. (IIR, IVR) 

CREDENTIAL-The document issued to a staff mem- 
ber by the State (or an agency or organization 
authorized by the State) authorizing the holder to 
perform services for the LEA. "Certificate/* "license," 
or "permit" are examples of terms frequently used 
interchangeabl> with "credential/* (IVJ. VII, IVR) 

CREDIT-Thc unit of value, awarded for the successful 
completion of certain courses, intended to indicate the 
quantity of course instruction in' relation to the total 
requirements for a diploma, certificate, or degree. 
Credits are frequently expressed in terms such as 
"Carnegie units/* "credits/* "semester credit hours/* 
and "quarter credit hours/* (IV, ^rVI, VII) 



CREDIT AND COLLECTIONS {subject ma>ter)-~Se<? 

appendix, p. 1 5(f. ? ^ f 

t * 
CREDIT BY EXAMINATIONS I) Credit earned 

througli the applicant's successful completion bf a 
proficiency test in place of performing activities 
ordinarily associated with formal course work; (2) the 
process of certifying achievement by systematic obser- 
vation ofliesired behavior. (Unpublished IX) 

CREDIT COURSE-A course for -which students re-, 
ceive credit applicable to^vard graduation or comple- 
tion of a program of studies (V-Vfl) " ^ 

CREDITABLE SERVICE-In reference to membership 
m a retirement system, the number of years of service 
provided by the staff member that can' be, counted 
toward a determination of the date of thfc staff 
member's earliest or compulsory retirement, and us- 
ually a determination of the amount of income the 
staff member will receive upon retirement. (IV) »" 

CRIPPLED-See ORTHOPEDICALLV HANDI- 
CAPPED (CRIPPLED). ; 

CRISIS TEACHER- A v teacher specially trained both in 
remedial education and in helping pupils over* 
emotional problems, servitfg a single school by pi 
viding immediate ^ help to individual pupils at times 
when they are unable to cope with their usual 
classroom .situations. This periodic assistance is in- 
tended to enable pupils with behavioral difficulties 
(which may 01 pay not f be accompanied by academic 
difficulties) to return to their usual classrooms. Close 
liaisoft is maintained with classroom teachers and 
% supporting services, and referrals are made as required 
for diagnosis and intensive help. (VI) 

CRITERION REFERENCED TEST~An examination 
for which an individual's score indicates the relation- 
ship of the individual's performance to a specified 
criterion, e.g., a specified score on a licensure test, a 
given number of words to be typed per minute with a 
specified degree of accuracy, ability 'to operate a given 
piece of equipment, and ability to perform examples of 
a type of arithmetic computation with a specified 
accuracy within a given time limit. (VR) 

CROSSWALK- In data processing, a procedure by 
which codes used for data in one data otse are 
translated into the codes of another data base making 
it possible to relate information between or among 
Jata bases. (VR) 



-35- 



ERLC 

hriiniiiffnrrriaaii 



/TO 



CULTURAL HANDICAP- A deviation or deficiency in 
cultural or environmental background' that adversely 
affects the/' school performance or learning of an 
individual/Individuals with cultural handicaps may be 
classified into groups such as: migrant children, func- 
tionally illiterate, the non-English speaking, and mem- 
ber of disadvantaged cultural groups. (VI) See also 
CULTURALLY DIFFERENT; DISADVANTAGED 
PERSONS; and EDUCATIONALLY DEPRIVED 
CHILDREN. 

CULTURALLY DIFFERENT-Students whose back- 
ground and family culture (economic and social) are so 
different from the norm of the school, community, or 
nation that they may in some circumstances or in some 
localities require differentiated educatioal opportuni- 
ties if they are to be educated to the level of their 
ability. (IIR, IVR-VR) See also CULTURAL HANDI- 
CAP and DISADVANTAGED PERSONS. 

* CULTURALLY DISADVANTAGED-^ CULTUR. 
.ALLY DIFFERENT; DISADVANTAGED PERSONS; 
and EDUCATIONALLY DEPRIVED CHILDREN. 

CULTURE-That. complex whole which includes 
knowledge, belief, art, morals, law, custom, and any 
other capabilities and habits acquired by man as a 
member of society. (Unpublished VIII) 

CUMULATIVE STUDENT RECORD-A continuous 
and current record of significant, factual information 
regarding the progress and growth of an individual 
stude-f as he goes through school, generally including 
personal identifying data, selected family data, selected 
physical, health, and sensory data, standardized test 
data; membership and attendance data; aH school 
performance data. (Hie cumulative studd record 

i should be maintained separately from special student 
services records and confidential reports from outside 
agencies.) (V-VR) See also STUDENT RECORD; 

f PERMANENT STUDENT RECORD; SPECIAL STU- 
DENT SERVICES RECORD, and CONFIDENTIAL 

■ REPORTS FROM OUTSIDE AGENCIES. 

CURRENT (fiscal year)- Hie fiscal year in progress. 
(II, III, IIR) 

CURRENT ADDRESS (staff)-The place where the 
staff member lives and may be reached during the time 
of his service to the school system, (IV, IVR) 

CURRENT ASSETS-Cash or anything that can be 
readily converted into cash. (II-IIB, IfR) 



CURRENT EXPENDITURES-The total charges in- 
curred for the benefit of the current fiscal year, except 
for capital outlay and debt service. (II, HI. VI- VR) See 
also CURRENT EXPENSE. 

CURRENT EXPENDITURES PER PUPIL IN ADA 
(REGULAR SCHOOL TERM)-Current expenditures 
for the regular school term divided by the average daily 
attendance of full-time pupils (or full-time equivalency 
of pupils) during the term. (VI) See also CURRENT 
EXPENDITURES and AVERAGE DAILY ATTEND- 
ANCE. 

CURRENT EXPENDITURES PER PUPIL IN ADM 
(REGULAR SCHOOL TERM)-Current expenditures 
for the regular school term divided by the average daily 
membership .of full-time pupils (or full-time equiva- 
lency of pupils) during the term. (VI) See also 
CURRENT EXPENDITURES and AVERAGE DAILY 
MEMBERSHIP. 

CURRENT EXPENDITURES PER PUPIL IN ADA 
(SUMMER SCHOOL TERM)-Current expenditures 
for the summer school term divided by the full-time 
equivalency of pupils* in average daiiy attendance 
during the term. (VI) See also CURRENT EXPENDI- 
TURES and FULL-TIME EQUIVALENCY. 

CURRENT EXPENDITURES PER PUPIL IN ADM . 
(SUMMER SCHOOL TERM)-Current expenditures 
for the summer school term divided by the full-time 
equivalency of pupils in average daily membership 
during the term. (VI) See also CURRENT EXPENDI- 
TURES and FULL-TIME EQUIVALENCY. 

CURRENT EXPENDITURES PER STUDENT-Cur- 
rent expenditures for a particular period of time 
divided by a student unit of measure. The term 
includes all charges, except for capital outla> and debt 
service, for specified school systems, schools, and/or 
program areas divided by the average daily membership 
of average daily attendance for the school systems, 
schools, and program areas involved. (II, V-VM1R, 
IVR-VR) See also CURRENT EXPENDITURES. 

CURRENT EXPENDITURES PER STUDENT PER 
DAY (ADA)-The current expenditures per student in 
average daily attendance during a given school term, 
divided by the number of days schQol was in session 
during this term. (V, VI, VR) See also CURRENT 
EXPENDITURES and AVERAGE DAILY ATTEND- 
ANCE. 
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CURRENT EXPENDITURES PER STUDENT PER 
DAY (ADM)-Thc current expenditures per student in 
average daily membership during a given school term, 
divided by the number of days school was in session 
during this term. (V-VI, VR) See 'also CURRENT 
EXPENDITURES and AVERAGE DAILY MEMBER- 
SHIP. » 

CURRENT EXPENDITURES PER STUDENT PER 
HOUR COURSE MEETS (ADULT/CONTINUING ED- 
UCATION)-Current expenditures for adult education 
(for a. given period of time) divided by aggregated 
student hours. Hie term aggregated student hours 
refers to the total hours, for all courses, or to the 
enrollment for each course times the number of hours 
the course meets. (NOTE: This item may be used in 
any situation where there is a significant proportion of 
part-time students.) (VI-VR) See also CURRENT 
EXPENDITURES. 

CURRENT EXPENSE-Any expenditure except for 
capital outlay and deb$ service. Current expense 
includes total charges incurred, whether paid or un- 
paid. (I, II, IIMIR) See also CURRENT EXPENDI- 
TURES. ' ' 

CURRENT FUNDS-Money received during the cur 
rent fiscal ytfar from revenue which can be used to pay 
obligations currently due, and suipluses reappropriated 
for the current fiscal year. (II, IIMIB-IIR) 

CURRENT LIABILITIES- Debts which arc payable 
within a relatively short period of time, usually no 
longer than a year. (II, IIB, IIR) See also FLOATING 
DEBT. < 

CURRENT LOANS-A loan payable in the same fiscal 
year in which the, money was borrowed. (II, IIR) See 
also TAX ANTICIPATION NOTES. 

CURRENT YEAR'S TAX LEVY -Taxes levied for the 
current fiscal period. (II, IIR) 

CURRICULUM -The planned interaction of pupils 

with instructional content, instructional resources, and 

instructional processesSox the attainment of educatioal 

objective;. (VI, VII, IVR) 
« 

CURRICULUM GUIDE- A written plan including one 
or more aspects o\ curriculum and instruction such as 
philosophy, policies, aims, objectives, subject matter, 
resources, and processes. Such a plan may be as narrow 



in scope as a unit or topic of instruction, or as broad as 
the entire curriculuin of a school system or level of 
instruction within a State. (VI, VII) See also COURSE 
OF STUDY. / 

CURRICULUM SPECIALIST ASSIGNMENT-An as- 
signment to a staff member who has expertise in a 
specialized field to provide information and/guidance 
to other staff ipembers to improve the curriculum of 
an LEA. This assignment would include the curriculum 
consultant and curriculum supervisor.^IR, IVR) 

CURTAILED SESSION-A scho^/session with less 
than the number of hours of instruction recommended 
by the State education agency^V, VI, VR) 

CUSTODIAL MENTALLY RETARDED-^ SE- 
VERELY MENTALLY RETARDED. 

/ 

CUSTODIAL SERVICE ROOM-Custodial quarters, 
custodial service Closets, and similar areas designed or 
adapted for use off the custodial staff. (Ill) 

CUSTODIAL SERVICES (subject mattcr)-See appen- 
dix, p. 257. • 

CUSTODIAL SERVICES RE3PONSIBILITY-The 
area of responsibility for cleaning the buildings of 
school plants or supporting services facilities, operating 
such equipment as heating and ventilating systems, 
preserving the security of school property, and keeping 
the school plant safe for occupancy and use. It consists 
of such activities as cleaning, sweeping, disinfecting, 
heating, lighting, moving furniture, keeping school 
entrances appropriately locked or unlocked, keeping 
such facilities as fire escapes and panic bars in working 
order, and watchman duties. (IV) 

CU5TODIAN-A staff member performing assigned 
acttvites in school plant housekeeping, servicing school 
plant equipment, and maintaining the security of the 
school plant. Such staff members as janitor, assistant 
custodian, janitress, maid, matron, sweeper, cleaner, 
attendant, watchman, guard, boiler fireman, and heat- 
ing and ventilating equipment operatoi are included in 
this definition. (IV) 

CUSTODIAN ASSIGNMENT-An assignment to per- 
form LEA plant housekeeping, servicing, and security 
services consisting of such activities as cleaning; operat- 
ing heating, ventilating, and air-conditioning systems; 
guarding and eating for school property; and servicing 
building equipment. (IV, IIR, IVR) 
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CUSTODY AND CARE OF CHILDREN-The cus- 
todial care of children in residential day schools, or 
child care centers which are not part* of, or directly 
related to, the instructional program,.and where the 
attendance of. the children is not included in the 
attendance figures lor the LEA. (IVR) 

* 

CYCLE SCHEDULING-A scheduling plan, usually in 
junior high schools, wherein courses which might be 
tauglu one or two periods each week throughout the " 
term are taught every day v for a succession of weeks. 
For example, art, music, and industrial arts might be 
"cycled" in a 36-week term lor 12 weeks each. (VI) 
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Dl, D2, D3. . .DI9-Symbols used to identily^tudents 
who discontinue or drop out of school, according to 
reason, as follows: 

Dl Physical Illness 

D2 - Physical or Sensory Disability 

D3 - Emotional Disturbance * 

D4 Mental Retardation 

D5 ~ Behavioral Difficulty 

D6 ~ Aeademic'Difficulty 

D7 - Lack of Appropriate Curriculum * • 

D8 - Poor Student-Staff Relationships 

D9 - Poor Relationships with Fellow Students 

DIO - Dislikirof School Experiences 

Dl I - Parental Influence 

DI2 - Need at Home 

DI3 Economic Reasons 

DI4 - Employment 

DI5 - Marriage 

DI6 - Pregnancy 

DI7 - Religion 

DI8 Other Known Reason 

D19 - Reason Unknown 

D20 - New Residence, School Status Unknown 
(V-VR) 

DAILY SESSION-&V SESSION. 

DATA BANK-A comprehensive collection of data, 
usually in machine-usable form (such as punch cards! 
tapes, and discs), which can be used for such purposes 
as drawing subsamples for specialties, checking 
hypotheses not formulated or tested previously, facili- 
tating historical studies, and deriving summations and 
correlations. Typically, an educational data bank is 
comprised of component files relating to specific areas 



of information such as pupils, staff, property, finance, 
instructional programs, and the community (\\\ MR 
IVR) . 

DATA PROCESSING-Tlie activities of collecting and 
organizing data, storing for future use, and preparing 
statistical rqports. (IV-IIR, IVR) See also MACHINE 
DATA PROCESSING and AUTOMATIC DATA 
PROCESSING. 

DATA PROCESSING AND COMPUTER OPERATION 

(subject mater)-5ee appendix, p. 156. 

DATA PROCESSING SERVICES-Activities concerned 
with preparing data for storage, storing data, and 
retrieving them, for reproduction as information for 
management. and reporting. (VMVR) 

DATA" OF ACQUISinON-For* purchased property 
and property received as a gift or donation, the date on 
which the school district or unit operating the schools 
consummated the transfer of ownership of a piece of 
property (land, buildings, or equipment) For property 
constructed by school district employees, it is the date 
construction was complied as acceptable. For leased 
or rented property, this date is the date on which the 
lease or rent begins. (Ill) 

DATE OF DISPOSAL-The kite on which a piece of 
property (land, buildings,, or equipment) was sold or 
otherwise disposed of so that the school district no 
longei retains it for any purpose. When the actuaNdate 
of a loss or theft is not known, the date of disposal is 
the date the loss or theft is noted. (Ill) 

DATE OF WITHDRAWAL FROM MEMBERSHIP- 
The first day after the date of last attendance, if 
known; otherwise, the date of withdrawal is considered 
to be the date on which it becomes known officially 
that the student left. (VR) 

DATES OF CONSTRUCTION-There^re two dates of 
construction: (I) the date of construction contract 
which is the date the construction contract was signed 
with the contractor and (2) the dale of acceptance 
which is ihe date the construction was completed as 
acceptable. (HI) 

DAY ACTUALLY TAUGHT-See DAY IN SESSION. " 

DAY CARE CENTER-A center under professional 
guidance designed to provide care for prekindergarten 



children of working mothers and others while provid- 
ing, at the same time, educational experiences for thj: 
elnldrfcn.(VR). 

DAY IN SESSION-A day on which the school is open 
and the students are under the guidance and direction 
of teachers. On some days the school plant may be 
closed and the student body as a whole engaged in 
school activities outside the school plant under the 
guidance and direction of teachers. Such days should 
be considered as days in, session. Days on which the 
teaching facility is closed for such reasons as holidays, 
teachers* 'institutes, and inclement weather should not 
be considered as days in session. (I, IMV, V, VIMIR, 
IVR-VR) 

DAY OF ABSENCE- A schoolday during which a 
student is in membership but not in atendance (i.e., 
nonattendance of a student on a day when school is in 
session). (V, VR) See also ABSENCE. 

DAY OF ATTENDANCE- A schoolday during which a 
student is present for an entire school session under the 
guidance and direction of teachers. When a student is 
present for only part of the session, his attendance 
should be counted according to the nearest half day of 
attendance. If overcrowded conditions make it neces- 
sary for a school to hold two separate sessions per day, 
a student attending for all of either session should be 
considered as having completed a full day of attend- 
ance. An excused absence during examination periods 
or because of sickness or for any other reason should 
not be counted as a day of attendance. Attendance at a 
State-approved half day session for kindergarten or 
prekindergarten also should be considered as a full day 
of attendance; for example, if one group of 1 00 pupils 
attends a prekindergarten in the morning and a 
different group of .00 pupils attends in the afternoon, 
the aggregate attendance for the day is 200. However, 
when computing ratios for various purposes, .persons 
attending curtailed sessions should be counted as if 
-they were in attendance for a portion of the session. 
For example (for purposes of obtaining statistical 
comparability only), student-staff ratios involving kin- 
dergarten and prekindergarten students attending a 
half-day session are computed as though these students 
were in attendance for a half day. (I, II-V, VIMIR, 
IVR-VR) See also ATTENDANCE. 

DAY OF MEMBERSHIP-For a given pupil, any day 
that school is in session from the date the pupil 
presents himself at school and is placed on the current 



roll until he withdraws from membership in the class or 
school. (V) See also MEMBERSHIP. 

DAY SCHOOL-A school attended by students during 
a part of the day, as distinguished frojn a residential 
school where students are boarded and lodged as well 
as taught. (V, VI, VR) 

DAY SCHOOL FACILITY-See DAY SCHOOL. * 

DAY STUDENT-A student who attends the majority 
of his classes during the daytime hours, as defined by^ 
the institution. (VR) 

DEAF-A condition in which hearing is extremely 
defective so as to be essentially nonfunctional for the 
ordinary purppses of life. (VR) 

DEBIT-An entry in the left side of a "T" account. 
(IIB) 

DEBT, ADMORTIZATION OF-St'e AMORTIZATION 
OF DEBT. 

DEBT, BONDED-See BONDED DEBT. 

DEBT, FLOATING-See FLOATING DEBT. 

DEBT, FUNDED-See FUNDED DEBT. 

DE^T FUND-A fund which is used to finance the 
payment of principal and interest on debt. (IIB) ^ 

DEBT LIMIT-The maximum amount of gross or net 
debt legally permitted. (Ill) 

DEBT SERVICE-Expenditures for the retirement of 
debt and .expenditures for interest on debt, except 
principal and interest of current loans. (HI, III, VII, 
il R) See also CURRENT LOANS. 

DEBT SERVICE FUND-Accounts for payment of 
interest and principal on all general obligation debj, 
Does not include money payable exclusively from 
special assessments or revenue debt issued for and 
services by a government enterprise. (IIR) 

DEED REFERENCES-Information pertaining to the 
location of a deed, usuajly indicating where a copy of 
the deed is on file, the volume and page number of the 
book in which recorded, and flic number of the deed. 
(Ill) 
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DEFERRED CHARGES-Hxpenditures which are not 
chargeable to -the fiscal period in which made but are 
carried on the asset side of the balance sheet pending 
amortization, or other disposition. Deferred charges 
differ from prepaid expenses in that they usually 
extend over a long period of time and may or may not 
be regularly recurring costs of operation, (II, IIR) See 
also PREPAID EXPENSES, 

DEFICIT-The eicess of the obligations of a fund over 
the fund's resources. (II, IIB, IIR) 

DEGREE-A title conferred by a college or university 
as official recognition for the completion of a program 
of studies or for other attainment. (IV, V, VI, VII 
IVR) 

DELICATE-Stv SPECIAL PHYSICAL HEALTH 
PROBLEMS. 

DELINQUENT BEHAVIOR -Behavior of a juvenile 
which is habitually wayward, disobedient, truant, or of 
such a nature as to impair or endanger the morals or 
health of self or others. If a juvenile violates a law or 
ordinance and is convicted in a court of law as a 
juvenile, he sometimes is considered a juvenile delin- 
quent, depending on the severity of the violation; for 
repeated convictions of lesser offenses, he usually is 
considered a juvenile delinquent. Some jurisdictions 
flse a term other than "conviction" in juvenile cases. 
(V, VI,VR> 

DELINQUENT TAXES -Taxes remaining unpaid on 
and after the date on which they become delinquent 
by statute. (II, IIR) 



DENSITY INDEX-A quotient which is determined by 
dividing the total number of pupils transported by the 
total number of miles of public roads in the district. 
(Unpublished VIII) 

DENTAL (subject matter)-5<** appendix, p. 185. 

V DENTAL HEALTH SERVICES RESPONSIBILITY- 

The area of responsibility for providing dental services 
which are not direct instruction. (IV) 

DENTAL HYGIENIST-A staff member who is lie- 
ensed to perform technical dental hygiene services, 
such as the cleaning and care. of teeth and gums, and 
who is providing these services within the school 
system. (IV) 

DENTAL HYGIENIST ASSIGNMENT- An assignment 
to a staff member who is licensed as a dental hygienist 
to perform dental prophylactic treatments and to 
instruct others in the care of teeth and mouth. (IV-IIR 
IVR) 

DENTAL SERVICES-Activities associated with dental 
screening, dental care, and orthodontic activities (IIR 
IVR) 

DENHST-A staff member who is license*! to practice 
dentistry, and who is proving dental services within 
the school system. (IV) 

DENTIST ASSIGNMENT-An assignment, to a staff 
member who is licensed as a dentist to diagnose and 
treat diseases, injuries, and malformations of the teeth 
and gums. (IV-IIR, IVR) 



DEMOGRAPHIC STUDIES-Studies pertaining to vital 
statistics such as births, deaths, marriages, ethnic 
groups, and mobility of populations. (VII) 

DEMOLITION WORK-The razing of buildings to 
permit new construction or use of the land for other 
purposes. (Ill) 

DEM ONSTRATI ON- An explanation by example or 
experiment; a practical showing of how something 
works or is used. (VI- VII) 

DEMOTION-A change of a student's grade placement 
from a higher to a lower grade; the opposite of 
promotion. (V, VR) See also PROMOTION. 



DEPARTMENT-An administrative subdivision with a 
teaching staff responsible for instruction in a particular 
subject-matter area or field of study, (iy, V-VI-VR) 

DEPARTMENT HEAD (OR CHAIRMAN)-A staff 
member performing assigned activities in directing and 
managing a designated division of the instructional 
program in a school. (IV) 

DEPARTMENT OF DEFENSE OVERSEAS DEPEN- 
DENTS SCHOOL-An elementary or secondary school 
operated for dependents of active duty military and 
civilian personnel of the U.S. Department of Defense 
who are stationed overseas, (VR) 



DEPARTMENTALIZED ORGANIZATION-The or- 




-40- 



47- 



ganization of instruction in suclm way that teachers 
specialize in one or two subject-matter areas and give 
instruction in these areas to several classes. Under the 
departmentalized organisation, pupils or teachers move 
from room to room for different classes during the 
school day. (IV, V-VI) 

DEPENDENT-A pe.rson (e.g., spouse, child, or rela- 
tive) who depends upon the staff member for support, 
and who is recognized as a dependent for such 
purposes as income tax, salary differential, or other 
purposes recognised by the school system. (IV) 

DEPOSlTS^Funds deposited by the LEA as a pre- 
requisite to receiving services and/or goods. (IIR) 

DEPOSITS PAYABLE-Liabihty for deposits received 
as a prerequisite to providing or receiving services 
and/or goods. (IIR) 

DEPRECIATION-Loss in value or service life of fixed 
assets because of wear and teai through use, elapse of 
t time, inadequacy, or obsolescence. (II, HI, IIR) 

DESCRIPTIVE COURSE TITLE- In a departmental- 
ized organisation/, the descriptive title by which a 
course is identified (e.g., American History, English 
III); in a self-contained class, any portion of the 
instruction for which a mark is assigned or a report is 
made '(e.g., reading, composition, spelling, etfc v ., or 
language arts). (VR) 

DESCRIPTIVE HE A DING- A heading under which 
record -items that are similar in terms of a given 
reference are shown and which are in part described by 
the heading. (IV) 

DEVELOPED AREA-Land that lias been worked over 
and improved for specified purposes. (Ill) See also 
IMPROVEMENTS TO SITE. 

DEVELOPMENT- Activities concerned with the evolv- 
ing process of utilizing the products of research and 
considered judgment in the deliberate improvement of 
educational programs. (VII, HR, IVR) 

DEVELOPMENTAL READING PROGRAM (subject 
matter)-Sce appendix, p. 173. 

DIAGNOSTIC READING TEST-An examination giv- 
ing in-depth information about specific weaknesses in a 
person's reading skills that must be remedied before 



the person can be expected to make normal progress in ? 
his schoolwork. (VR) 

DIAGNOSTIC TEACHER-A teacher possessing 
special training and skills in diagnosing learning prob* 
lems of individuals and in planning and providing 
therapeutic educational programs based on such diag- 
noses. (VI) 

DIESEL MECHANIC (subject mater)-5ee appendix, 
p. 257. 

DIETITIAN— A staff member performing assigned ac- 
tivities concerned with planning menus and special 
diets. (IV) 

DIETITIAN/NUTRITIONIST ASSIGNMENT-An as- 
signment to plan and direct food services, programs, 
including determining the nutritional value of food for 
meals. (IIR, IVR) 

DIFFERENTIALIZED CURRICULUM FOR HANDI- 
CAPPED PUPILS (subject matter)-See appendix, p. 
267. . 

DIFFERENTIATED CURRICULUM-A program of 
educational offerings designed to meet the unique 
needs of pupils comprising special target populations. 
(VII) ' 

DIFFERENTIATION-A plan making provjsion for 
individualized needs of the various pupils by enrich- 
ment or other modification of a common basic 
program^ (VI) 

DIRECT COSTS-Tliose elements of cost which can be 
easily, obviously, and conveniently identified with 
specific activities or programs, as distinguished from 
those costs incurred for several different activities or 
programs and whose elements are not readily identi- 
fiable with specific activities. (VII, IIR, IVR) See also 
INDIRECT COSTS. 

DIRECT EXPENSES-See DIRECT COSTS. 

DIRECT SERVICES-Activities identifiable with a 
specific program. These are direct services for a 
particular program. Those activities concerned with the 
teaching-learning process are considered to be direct 
services for instruction. (IIR, IVR) 

DIRECT STUDENT-TEACHER INTERACTION-ln- 
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struction by one or inure teachers physically present, 
* e.g., by a single teacher or by a team of two or more 
teachers. (V-VI, VR) 

DIRECT TEACHER^CONTACT^e DIRECT STUD- 
HNTTEACHER INTERACTION. 

DIRECTOR-A staff member performing assigned ac- 
tivities having the purpose of expediting and directing 
an operation of the school system for which policy and 
program plans have been broadly established. (IV) 

DISADVANTAGED PERSONS-Unless defined dif- 
ferently for specific educational programs (e.g., voca- 
tional education, consumer, and homemaking pro- 
grams), persons who have academic, socioeconomic, 
cultural, or other handicaps that prevent them from 
succeeding in educational programs designed for per- 
sons without such handicaps; and who, for that reason, 
require specially designed educational programs and 
^ related services: The term includes persons whose needs 
* for such programs or services result from poverty, 
neglect, delinquency, or cultural, racial, or linguistic 
isolation from the community at large. The term does 
not include physically or mentally handicapped per- 
sons except where such per!ons<ulso are subject to the 
other handicaps and conditions referred to in this 
paragraph". (VR) See also HANDICAPPED CHIL- 
DREN. * 

DISBURSEMENTS-Payments in Cash. (II, VII, IIR) 
See also CASH. 

DISCIPLINE- A broad, logically organised body ol 
subject matter which ii> distinguished by its scholarly 
prestige. (VI) 

DISPATCHER-A staff member performing the ac- 
tivities of assigning vehicles and drivers to perform 
specific services and recording such information con- 
cerning vehicle movement as the school system may 
require. (IV) 

DISPATCHING ASSIGNMENT- An assignment to as- 
sign vehicles and drivers to perform specific services 
and to record such information concerning vehicle 
movement as the LEA may require. (IIR, IVR) 

DISSEMINATION OF INFORMATION-Thc trans- 
mining of pertinent educational information to the 
educational community, the general public, the State 
legislature, the Federal Government, or the various 
news media. (VII) 



DISTRIBUTIVE EDUCATION (subject matter)^ 
appendix, p. 163. 

DISTRICT, SCHOOLS SCHOOL DISTRICT. 

DOCTOR'S DEGREE-A graduate degree granted 
upon the completion of from 2 to 3 years of graduate 
work and proved ability in research attested by a 
dissertation or other evidence. (IV-IVR) 

DOCTORAL DEGREES DOCTOR'S DEGREE. 

DOUBLE ENTRY- A system of bookkeeping which 
requires for every entry made to the debit side of an 
account or accounts an entry for the corresponding 
amount or amounts to the credit side of another 
account or accounts. (IMIB-VII, IIR) 

DOUBLE (2>SESSIONS-A school day consisting of 
separate sessions for two groups of pupils in the same 
instructional space, e.g., one- 'room used by one 
fourth-grade class in rtje^orning and by another 
fourth-grade class in Hie afternoon; or one school 
building used by high school juniors and seniors during 
a morning session and by freshmen and sophomores 
during an afternoon session. (V-VI) 

DRAFTING (subject matter)-See appendix, p. 200. 

DRAFTING OCCUPATIONS (subject matter)-** ap. 
pendix, p. 257. 

DRAFTSMAN- A special member performing assigned 
technical activities in the preparation df clear, coin- 
plete, and detailed working plans and drawings for 
engineering, manufacturing, or construction purposes 
(IV) 

DRAMATIC ARTS (subject matter)-.SV<? appendix p 
180. , 

DRIVER EDUCATION (subject matier)-S<?e apnen. 
dix, a 279. 

DRIVER EDUCATION VEHICLE-A vehicle used in 
driver education programs for instruction in operation 
safety, and similar areas. (Ill) 

DROPOUT-A student who leaves a school, for any 
reason except dpath, before graduation or completion, 
of a program of studies and without transferring to 
another school. The term "dropout" is used most often 
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to designate an elementary or secondary school student 
who has been in membership during the regular school 
term and who withdraws from membership before 
graduating from secondary school (grade 12) or before 
completing an equivalent program of studies. Such an 
individual is considered a dropout whether his drop- 
ping out occurs during or between regular school' 
terms, whether his dropping oui occurs before or after 
he has passed the compulsory school attendance age, 
and, where applicable, whether or not he has com- 
pleted a minimum required amount of schoolwork. 
The term "dropout" is used synonymously frith the 
term "discontinuer." (V-VR) 

DROPPING OUT-Leaving a school, for any reason 
except death, before graduation or completion of'a 
program of studies and withouj transferring to another 
school. (V) 

DUAL ENROLLMENT- An arrangement whereby a 
student regularly and concurrently attends two schools 
which share direction and\:ontrol of his studies. For 
example, the student attends a public school part-time 
and a nonpublic school part-time, pursuing part of his 
elementary or secondary studies under the direction 
and control of the public school and the remaining part 
under the direction and control of the nonpublic 
school: or, he attends a public secondary school 
part-time and an area vocational school part-time with 
the direction and control of his studies similarly shared 
by the two institutions. (VI, VII, VR) 

DUE FROM "A" FUND-An asset account used to' 
indicate amounts owed to a particular fund by another 
fund in the same LEA Tor goods sold or services 
rendered. It is recommended that separate accounts be 
maintained for each interfund receivable. (IlR) 

DUE FROM "A" GOVERNMENT-Amounts due to 
the reporting governmental unit from another govern- 
mental unit. These amounts may represent grants-in- 
aid, shared taxes, taxes collected for the reporting unit 
by another unit, loans, and charges for services 
rendered by the reporting unit for another government. 
It is recommended that separate accounts be main- 
tained for each interfund receivable. (IIR) 

DUE TO "A" FUND-A liability account used to 
indicate amounts owed by a particular fund to another 
fund in the same LEA* for goods and services rendered.* 
It is recommended that separate accounts be main- 
tained for each interfund receivable. (IIR) 



DUE TO "A" GOVERNMENT-Amounts owed by the 
reporting LEA to the named governmental unit It is 
recommendecLthat separate accounts be maintained for 



eachinterEund receivable. (IIR) 

DUE TO FISCaK AGENT-Amounts due to fiscal 
agents, such as commercial banks, for servicing an 
LEA's maturing indeb\edness. (IIR) 

DUES AND FEES-Costs of memberships or assess- 
ments in professional oV other organizations 'and 
payments to paying agents tbr services rendered. (IIR) 

E \ 

EARLY CHILDHOOD EDUCATlON-Educational ex- 
periences provided by the s^iool at the prepiimary and 
primary levels. (VI, VII, IVR) \ 

EARLY DEPARTURE- Leaving school before the 
official close of the school's daily session^ (V-VR) 

EARNED INTEREST-Interest collected or due. (II, 
IIR) 

EARNINGS- The sum of wage and salary income and 
net self-employment income. (Unpublished VIII) 

EARTH-SPACE SCIENCES (INCLUDING GENERAL 
EARTH-SPACE SCIENCE) (subject matter)-S<tf ap- 
pendix, p. 228. 

ECONOMIC GEOGRAPHY (subject^ matter)-See ap- 
pendix, p. 157. 

ECONOMICS (subject matter)-S<?<? appendix, p. 157. 

EDITING ASSIGNMENT-An assignment to -select, 
write, and review materials for publication. (IIR, IVR) 

EDUCABLE MENTALLY RETARDED-Mentally re- 
tarded individuals who are educable in the academic, 
social, and occupational areas, even though moderate 
supervision may be necessary. (V-VI, VR) 

EDUCATION, ADULT-Sce ADULT EDUCATION. 

EDUCATION,* ADULT BASIC-See ADULT BASIC 
EDUCATION. 

EDUCATION, ADULT/CONTINUING-See ADULT/ 
CONTINUING EDUCATION. 



EDUCATION, BASIC-See BASIC EDUCATION. 

EDUCATION, BOARD OF-See BOARD OF EDUCA- 
TION. K 

c EDUCATION, COMMUNITY -See COMMUNITY ED- 
UCATION. 

EDUCATION, COMMUNITY SERVICE-See> COM- 
MUNITY SERVICE EDUCATION. > 

EDUCATION, CONSUMER-See CONSUMER EDU- 
CATION. 

EDUCATION, CONTINUING-See ADULT/CONTIN- 
UING EDUCATION. 

. EDUCATION, COOPERATTVE-See COOPERATIVE 
EDUCATION. 

EDUCATION, COOPERATIVE EXTENSION-See 
COOPERATIVE EXTENSION EDUCATION. 

EDUCATION, DISTRIBUTIVE-See DISTRIBUTIVE 
EDUCATION. 

EDUCATION, DRIVER-See DRIVER EDUCATION. 

EDUCATION, EARLY CHILDHOOD-See EARLY 
I CHILDHOOD EDUCATION. 

EDUCATION, FEDERAL AID FOR-See FEDERAL 
AID FOR EDUCATION. 

EDUCATION,' HEALTH OCCUPATIONS-See 
HEALTH OCCUPATIONS EDUCATION. 

EDUCATION, INDIAN-See INDIAN EDUCATION. 

% 

EDUCATION, MIGRANT-See MIGRANT EDUCA- 
TION. 

EDUCATION, OUTDOOR-See OUTDOOR EDUCA- 
TION. 

EDUCATION, POSTSECONDARY-See POST- 
SECONDARY EDUCATION. 

EDUCATION, PREVOCATIONAL-See PREVOCA- 
TIONAL EDUCATION. 

EDUCATION, PUBLIC ADULT-See PUBLIC ADULT 
EDUCATION. 



EDUCATION, PUBLIC BOARD OF-See PUBLIC 
BOARD OF EDUCATION. 

EDUCATION, SPECIAL-See SPECIAL EDUCATION. 

EDUCATION, STATE BOARD OF-See STATE 
BOARD OF EDUCATION. 

EDUCATION, STATE DEPARTMENT OF-See 
STATE DEPARTMENT OF EDUCATION. * 

EDUCATION, STATE SYSTEM OF-See STATE 
SYSTEM OF EDUCATION. ■ , 

EDUCATION, TECHNICALS TECHNICAL EDU- 
CATION. 

EDUCATION, VOCATIONAL-TECHNICAL-See VO- 
CATIONAL-TECHNICAL EDUCATION. 

EDUCATIONAL COMMUNITY-That bally of per- 
sons, usually considered to be nationwide, which is 
actively engaged in'the'educational enterprise. (VII) . 

EDUCATIONAL COUNSELING^ counseling process 
in which the pupil is assisted in planning and preparing 
for his immedrate and future educational program. (VI) 

EDUCATIONAL MEDIA-Any device, content mate- 
rial, method, or experience used for teaching and 
learning purposes. These include printed and non- 
printed sensory materials. (VII, IIR, IVR) See also 
AUDIOVISUAL AIDS. 

EDUCATIONAL MEDIA SERVICES-Activitjes con- 
cerned with the use of all teaching and learning 
resources, including hardware and content materials. 
Educational media are defined as any devices, content 
materials, methods, or experiences used for teaching 
and learning purposes; thes^ delude printed and 
nonprinted sensory materials. (IIR, IVR) 

EDUCATIONAL PARK-A reasonably large tract of 
land (80-100 acres) containing schools serving kinder- 
garten through high school-aged students and, perhaps 
a , community college located in the inner ring of the 
suburbs or just inside the central city boundary. It is 
designed to serve a portion of the metropolitan area. It 
wolild contain 12,000 ta 15,000 public school students ' 
of various ethnic groups. Concentration of facilities 
would ,make possible large-scale or special facilities 
such as swimming popls, auditoriums, or theatres. A 



campus-like atmosphere for adults and children would 
include family recreational and educational facilities. It 
is designed to provide a school in the community and ■' 
to improve the aesthetic environment of schools and 
urban areas. (Unpublished) 

EDUCATIONAL SPECIFICATIONS DEVELOPMENT 
SERVICES-Activities concerned with preparing and 
interpreting to architects and engineers descriptions of 
specific space requirements for the various learning 
experiences of pupils to be accommodated in a t 
building. These specifications are interpreted to 'the 
architects and engineers in (he early stages of blueprint 
development. (IIR, JVR) 

EDUCATIONAL TELEVISION SERVICES-Activities 
concerned with planning, programing, writing, and 
presenting educational programs or segments of pro- 
grams by way of closed circuit or broadcast television. 
(IIR, IVR) 

EDUCATIONAL TV-Providing television programs as 
a part of the instructional program of the school or 
LEA. It includes writing, programing, and directing 
educational-television programs. (IIR, IVR) 

» 

EDUCATIONALLY DEPRIVED CHILDREN-As de- 
fined for Federal compensatory education programs, 
those children who have need for special assistance in 
order that their level of educational attainment may be 
raised to that appropriate for children of their age. The 
term includes childreh who are handicapped or whose . 
needs for such special educational assistance result 
from poverty, neglect, delinquency, or cultural or 
linguistic isolation from the community at large. (VR) 

'ELECTION SERVICES-Activities pertaining to serv- 
ices rendered in connection with any LEA election, 
including elections of officers, bond elections, and 
budget and appropriation elections. (IIR, IYR) 

ELECTIONS-Scrvices rendered in connection with 
" any LEA election, including elections of officers, bond 
elections (regardless of whether or not the bond issues 
pass), and budget and appropriation elections. (IIR, 
IVR) 

ELECTRICAL OCCUPATIONS (subject matter)-&?e 
appendix, p. 258. m 

ELECTRICIAN ASSIGNMENT-An assignment to per- 
form activities involved with planning layout and 



installing and reparing wiring, electrical fixtures, ap- 
paratus, and control equipment. (IIR, IVR) 

ELECTRICITY/ELECTRONICS (subject mater)-S&? 
appendix, p. 201. 

ELECTRONICS OCCUPATIONS (subject matter)-^ 
appendix, p. 258. < 

ELEMENTARY AND SECONDARY ^SCHOOL 
PLANT-See COMBINED ELEMENTARY AND SEC- 
ONDARY SCHOOL PLANT. 

ELEMENTARY FUNCTIONS (subject matter)-S<?e 
appendix, p. 213. 

ELEMENTARY INSTRUCTIONAL LEVEL-The gen- 
eral level of instruction provided for pupils in ele- 
mentary schools, and any instruction of a comparable 
nature and difficulty provided foj adults and youth 
beyond the age of compulsory school attendance. (IV, 
V-VI, IIR, I S VR) 

ELEMENTARY PROGRAMS-Learning experiences 
concerned with the knowledge, skills, appreciations, 
attitudes, and behavioral characteristics which ,are 
considered to be needed by all pupils in terms of their 
awareness of life within our culture and the world of 
work and which normally may be achieved during the 
elementary school years as defined by applicable State 
laws and regulations. (1IR-IVR) 

ELEMENTARY SCHOOL-A school classified as ele- 
mentary by State and local practice arid composed of 
any span of grades not above grade 8. A preschool or 
kindergarten school is included under this heading only 
if it is an integral part of an elementary school or a 
regularly established school system. (I, II, III-IV, 

V-VI-IIR, IVR-VR) 

* * 

ELEMENTARY SCHOOL INDUSTRIAL ARTS (sub- 
ject majter)-&?e appendix, p. 201. 

ELEMENTARY SCHOOL i MATHEMATICS (R-6) 
(subject matter)-^ appendix, p. 206. 

ELEMENTARY SCHOOL PLANT-A plant that 
houses on a permanent basis one school only-a school 
classified as elementary by State and'local practice and 
composed of any span of grades below<grade 9. (Ill) 

ELEVATOR OPERATING AS$IGNMENT-An assign- 
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mem to transport passengers and freight between the 
floors of a building via elevator. (II R, IVR) 

> EMANCIPATED MINOR- A minor who is freeXeman- 
cipated) from parental control and thereby is ex- 
empted from the provisions of- compulsory school 
attendance. (VR) . : 

EMERGENCY PROGRAMS, STATE EDUCATION 
AGENCIES-Those programs, othqr than the operation 
of schools, which were established to cope with 
. conditions of pressing necessity and are not considered 
a permanent ^art o£the activities of a State education 
m agency. Illustrations are the State administration of the 
Veterans Program, Surplus Property, etc. (I) 

EMOTIONAL HANDICAP-An impairment or defic 
iency of the emotions that adversely affects the 
. stability and/or performance of an individual.^V-VI) 

EMOTIONALLY DISTURBED^ SERIOUSLY 
EMOTIONALLY DISTURBED. 

EMPLOYEE BENEFITS-Compensation, in addition 
to regular salary, provided to an employee. This may 
include such benefit* as health insurance,* life in-, 
surance, annual leave, lick leave, retirement, alid social* 
security. (VII. HR, IVR) 

EMPLOYMENT PERMIT-A type of legal certificate, 
sometimes called a "work permit," authorizing youths 
to engage in certain types of work before they have 
reached the age of unrestricted employment! (V-VR) 

EMPLOYMENT STATUS-The circumstances under 
which the staff member serves the school system (e.g., 
probationary status, tenure status, or other stdtus)' 
(IV, IVR) 

ENCUMBRANCES-Purchase orders, contracts, and 
salary or other commitments which are chargeable to 
an appfypriatiuiand(for which a part<of the appropria- 
vtion is reserved.^They cease to be encumbrances when 
paid or when~afctaal liability is s<h up. (IMIB-Vif f HR) 
f 

ENDOWMENT FUND-A fupd from which the income 
may be expended, but, whose principal must remain" 
intact. (II, VII, IIR). 

ENGINEER- A staff member performing assigned pro- 
fessional engineering activities in fcuch fields as civil 
.engineering, electrical engineering, mechanical Engi- 



neering, and structural engineering. Engineers per- 
forming professional engineering activities usually meet 
the licensing requiremenujbrlheir respective fields of 
engineering. Staff jnembers who have the title "engi- 
neer," but who perform such assigned activities as 
Q those of plant engineer or building engineer, and who 
.db not perform assigned professional engineering activi- 
ties are not included in this definition. (IV) ' * 

ENGINEER ASSIGNMENT-An assignment to a staff 
member who is licensed as an engineer to perform 
. activity such as designing and preparing plans and 
specifications for sites, building structures, and service 
systems, and supervising their development, construc- 
tion,. operation, maintenance, and improvement. (IVR) 

ENGINEERING-RELATED TECHNOLOGY (subject 
matter)-Se<? appendix, p. 246. 

ENGLISH LANGUAGE ARTS (subject materia? 
appendix, p. 172. - * 

^GLISH (SOCIO-CULTURAL DIALECT)-A varia- 
tion of the English language spoken in the United 
Statis by many members of a distinct socio-culturai 
group, such as Afro-Americans, Chicanos, Puerto 
Ricans, and Appalachian mountaineers. Such variations 
of English-generally denoted aswion-standard-differ 
from regional standard variations' (and from each* 
other) in regard to grammar as well as pronunciation 
and idiomatic usage. (VR) 

ENGLISH '(STANDARD AMERICAN)-The English 
language as spoken in such mainstream institutions of- 
the United States as governmental bodies, schools, 
churches, and communications media. .While there are 
-regional variations of Standard American English (e.g., 
"Southern st?ndard and Naw England standard), the 
grammar of these regional variations is similar, and the 
differences between them are predominantly those of 
pronunciation and idiomatic usage. (VR) 

ENRICHMENT PROGRAM-Supplementary instruc- 
tional experiences provided pupils according to their 
special rieeds, abilities, and interest. For .preschool or 
preprimary culturally deprived children, this refers to 
experiences designed to aid in their transition from 
home to a school environment; emphasis is on language 
development in preparation for reading instruction; 
and, frequently, such programs are supplemented by 
counseling with paints and with home visits by school 
staff rjiembers. For other pupils, such as the gifted, 
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talented, or college bound, this term refers to special 
instructional experiences provided in addition to in- 
structions generally provided most pupils. (VI, MR, 
IVR) 

» * 

ENROLLMENT- rue total number of original entries 
in a given school unit. In a given State, this is the total 
number of original entries in public schools plus the 
total number of paginal entries in nonpublic schools. 
(Sec definition of "Qriginal Entry.") (I) 

ENROLLMENT INFORMATION-Information rela- 
tive to the entrance of pupils into schools and classes, 
their membership (including attendance, absence, and 
tardiness), and their withdrawals (including completion 
of school^ork, transfer, dropout, and deatn). (V) 

ENTRY— The record of a financial transaction in its 
appropriate .book of accounts. Also the act of re- 
cording a transaction in the books of accounts. 
(IIB-IIR) 

4 

ENTRY, ORIGINAL— See ORIGINAL ENTRY. 

i 

ENUMERATION DATE- The specific date upon 
which the census is* taken. (Unpublished VIII) 

ENUMERATION DISTRICT-A small area assigned tb 
one census enumerator to be canvassed and reported 
separately. The average .enumeration district qontains 
approximately two hundred housing units. (Unpub- 
lished VHI) 

ENVIRONMENTAL HEALTH (subject matter)-See 
appendix, p. 187. 

EQUIPMENT-Any instrument, machine, apparatus, or 
set of articles which (a) retains its original shape and 
appearance with use and (b) is non-expendable, i e , if 
the article*!* damaged or some of its parts are lost or 
worn out, it ib usually mure feasible to repair it than to 
leplace it with an entirely new unit. ( ! U, III, IV-VI, 
VIMIR, IVR) 

EQUIPMENT, BUILT~IN-See BUILT-IN EQUIP- 
MENT. 

EQUIPMENT, MOVABLE-5ee MOVABLE EQUIP- 
MENT. 

EQUIPMENT IN STORAGE-Lquipment thai is not in 
actual service on some regular or periodic basisr, but is 
being held for future use or disposal. (Ill) 



EQUIPMENT IN USE-Equipment that is in actual 
service on some regular or periodic basis. (Ill) See also 
EQUIPMENT and EQUIPMENT IN STORAGE. 

EQUITV-Tlie mathematical excess of assets over • 
liabilities. Generally this excess is called Fund Balance. 
(IIB.1IR) * 

EQUIVALENCY EXAMIN ATION -See HIGH 
SCHOOL EQUIVALENCY EXAMINATION. 

ESKIMO-A member of a cultural group of Oriental 
origin* living primarily in Greenland, northern Canada, 
Alaska, and the northeastern tip of Asia. (VR) 

ESTIMATED LIFE-The estimated number of years 
that a given property item will be able to perform its 
functions in a satisfactory manner in view of ih$> 
conditions to which it will be subjected. (Ill) 

ESTIMATED NUMBER OF STUDENTS IN A SPECI- 
FIED PARTICIPATING SCHOOL WHO ARE ELI- 
GIBLE FOR FREE OR REDUCED-PRICE TYPE A 
LUNCHES UNDER THE APPROVED ELIGIBILITY 
STANDARDS FOR SUCH LUNCHES-(As required 
under Section 11 of the National School Lunch Act of 
1946, as amended, this number is reported semiannual- 
ly, based on October and March data.) (VR) 

ESTIMATED REVENUE-Oh an accrual basis, the 
amount of revenue estimated to accrue during a given 
period regardless of whether or not it is all to be 
collected during the period; on a cash basis, the 
amount of revenues estimated to be collected during a 
given period. (H-nB-IIR) 

ESTIMATED UNCOLLECTIBLE TAX LIENS-That 
portion of tax hens receivable which it is estimated will 
never be collected. The account is'shown as a deduc- 
tion from the Tax Lens Receivable .account on the 
balance sheet in order to arrive at the net amount of 
tax lieniYeceivable. (IIR) 

ESTIMATED UNCOLLECTIBLE TAXES-A provision 
of tax revenues for that portion of taxes receivable 
which it is estimated will not be collected'. The account 
is shown on the balance sheet as a deduction from the 
T^ces Receivable account in order to arrive at the net 
taxes receivable. Separate accounts may be maintained 
on the basis of tax roll year and/or delinquent taxes. 
(HR) 



ETHNIC GROUP--A group with a common cultural 
tradition and a sense of identity wfcich exists as a 
subgroup of a larger society. (Unpublished VIII) 

ETHNIC ORIGIN-The ethnic origin of various pupil 
groups, according to State or local classification and 
definition, e.g., Mexican- American, Japanese-American, 
and Puerto Rican-American. (VI) See also ETHNIC 
GROUP. 

EVALUATING ASSIGNMENT-An assignment to de- 
termine tKe V3lue or effect of plansf programs, and 
activities by appraisal of data in light of specified goals 
and objectives. (IIR, rVR) 

EVALUATION-The process of ascertaining or judging 
the value - or amount of an action or an. outcome by 
* careful appraisal of previously specified data in fight of 
the particular situation and the goals and objectives 
previously established. (VII, IIR, IVR) 

EVALUATION SERVICES-Actmties concerned with 
ascertaining or judging the value or amount of an 
action or an outcome by careful appraisal of previously 
specified data in light of the particular situation and 
the goals and objectives previously established. (IIR, - 
IVR) 

; EVENING COLLEGE- The division of an institution 
offering a program of college-level study u, late 
afternoon or evening intended primarily for adults (but 
also servicing day-time students) and usually under a 
separate aJniinistrative unit. (Unpublished IX) 

EVENING STUDENT- A student who attends the 
majority of his classes during the evening hours, as 
defined by the institution. (VR) 

EXCEPTIONAL CHILDREN -Children who, because 
of certain atypical characteristics, have been identified 
by professionally qualified personnel as requiring 
^peial educational planning and services, whether or 
not such services are available. In general, the term 
"exceptional children" consider* exceptionality on the 
basis of id) ph/Sical, health, or sensory handicap, (b) 
emotional handicap or behavioral problem, and (c) 
observable exceptionally in mental ability, i.e., 
™ntaliy gifted and mentally retarded Some excep- 
tional children ha>£ more than one type of exception- 
ality. {UH-V-VI, iVR-VR) 

EXCEPTIONAL PUPILS-Exceptional children, and 
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adults identified as exceptional, receiving instruction in * 
a program of special education. (V, VI, IVR) See also 
EXCEPTIONAL CHILDREN and SPECIAL EDUCA- 
TION. 

. EXCEPTIONALITY- A physical, health, sensory, men- 
tal, psychological, or proficiency characteristic by 
which qualified professional personnel identify indi- 
viduals as 'differing significantly from others in their 
age group. (V, VI, IVR-VR) 

EXCESS MEMBERSHIP IN PUBLIC SCHOOLS-Mem- 
bership in excess of the. normal student capacity of 
accessible pu&liclyWned school plants iri use. This 
( includes any public school students housed in non- 
publicly-owned quarters or makeshift or improvised 
facilities as mil as those who are in excess of the 
norma! capacity in 1 permanent publicly-owned school 
pI5ntsK(I.V, VI, VR) 

, EXECUTIVE ADMINISTRATION SERVICES-Activi- 
ties associated witlPtfre overall general administrative 
or executive responsibility for the entire local educa- 
tion agency. (IIR, IVR) 

*? 

EXECUTIVE OFFICER-A staff member assigned to 
manage and direct an administrative program of the 
school system, and who has been delegated administra- 
tive authority to direct the work of other' staff 
members in the administrative program. (IV) 

EXEMPTED CHILD-A child of compulsory school 
attendance age who is not required 'to attend school for 
any reason other than there being no program that, 
meets his special educational need. (V-VR) See also 
NONSERVED CHILD. 

EXEMPTION FROM SCHOOL ACTIVITIES^ RE- 
STRICTION ON SCHOOL ACTIVITIES. 

EXPENDITURE CHARACTER-The period of time 
which the expenditure is presumed to benefit. Charac- 
ter classification of expenditures are. current expendi- 
tures, capital outlay, and debt s?rvice..(IIR, IVR) 1 

EXPENDITURES-Charges incut red, whether paid or 
unpaid, which are presumed to benefit the current 
fiscal year. (MI, IIMIB, VII, IIR) 

EXPLORATORY BUSINESS, (subject matter)^ 
appendix, p. 157. 



EXPULSION-The action, taken by school authorities, 
compelling a student to withdraw from school for 
reasons such as extreme misbehavior, incorrigibility, or 
unsatisfactory achievement or progress in school work. 
(V-VR)&e also SUSPENSION. 

EXTENDED-DAY SESSIONS-A school day with 
separate times for different groups of pupils to start 
and end their sessions in the same school plant, e.g., 
high school juniors and seniors begin their session at 
7:30 a.m. and the freshmen and sophomores begin 
their session at 8.30 a.m., the session for juniors and 
seniors ending one hour prior to the time the session 
ends for the freshmen and sophomores. (V, VI, IVR) 

EXTENDED SCHOOL DAY- The part of the calendar 
day, following the daily session, v/hen school-related 
activities and recreation are provided pupils by the 
school. (VI, IVR) 1 



EXTENDED SECONDARY 
MUNITY COLLEGE. 



SCHOOL-See COM- 



EXTENSION AGENT-An individual who represents a 
college, university, or governmeftt agency and demon- 
strates operational techniques, teaches groups about 
valuable information, or trains individuals or groups in 
new skills. Historically, extension agents became best 
known through their use by the U.S. Department of 
Agriculture. (Unpublished IX) 

EXTENSION WORK-GeneraUy, instructional activi- 
ties other than those connected with the instruction of 
pupils on the campus. Extension woA includes cor- 
respondence study, classes for part-time pupils off the 
campus or at unusual hours on the campus, and similar 
instructional arrangements. (VI, IVR) 

EXTERNAL EVALUATION- An evaluation con- 
ducted by individuals who are not directly involved in 
the' process, procedure, or program being evaluated. 
(Unpublished IX) 

EXTERNAL SERVICES (State education agency)- 
Services provided to any agency, institution, organiza- 
tion, or individual outside the State education agency. 
(VII? 

EXTRACLASS ACTIVITIES- A term used synony- 
mously with the term "cocurricular activities." (VR) 
See also COCURRICULAR ACTIVITIES. 



-F- 

FABRIC MAINTENANCE c SERVICES (subject mat- 
ter)~See appendix, p. 259. 

FACE VALUE- As applied to securities, the amount of 
the liability stated in the security document. (II, IIR) 

FACILITIES ACQUISITION AND CONSTRUCTION 
SERVICES- Activities concerned with acquisition of 
land and buildings, remodeling and construction of 
buildings and additions to buildings; initial installation 
or extension of service systems and other built-in 
equipment, and improvements to sites. (IIR, IVR) 

FACILITY-A piece of land, a building site, a building, 
or part of a building. (Ill, IV, IVR) 

FACT-An event, feat, or a piece of information 
presented as having objective reality. (IIR, IVR) 

FAMILY-Two or more persons living in the sarne 
household who are related by blood, marriage, or 
adoption. (Unpublished VIII) 

FAMILY INCOME-The -combined incomes of all 
members of each family. (Unpublished VIII) 

FEDERAL AID FOR > OUCATION-Any grant made 
by the Federal Government for the support jf educa- 
tion. (II, IIR, WR)See also PUBLIC GRANT. 

r ' 

FELERAL HIGHWAYS- All roads whose construction 
cost is largely (90% for interstate routes and 50^ plus 
for all other Federal roads) assumed by the Federal 
Government. Such roads are maintained by the State 
' (Unpublished VIII) 

FEDERAL REVENUE- Revenue provided by the 
Federal Government. Expenditures made with this 
revenue should be identifiable as federally supported 
expenditures. (IIR, IVR) 

FEE-A payment, charge, or compensation for services 
(other than instruction), for privileges, or for the use of 
equipment, books* or other goods. (VI, VII, VR) 

FIDELITY BOND-A bond guaranteeing the LEA 
against losses resulting from the actions of the 
treasurer, employees, or other persons of the system. 
(IMIB-IIR, IVR) See also SURETY BOND. 
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FIDELITY BOND PREMIUMS- Expenditures for aip 
bonds guaranteeing the LEA against losses resulting 
from the actions-of the treasurer, employees, or other 
persons of the system. Also recorded here are any 
expenditures (npt judgments) made in lieu of fidelity 
borfds. (IIR) 

FIELD BUILDING-A building used primarily for 
housing dressing room, shower, and toilet facilities. It 
may contain additional facilities, such as sleeping 
quarters for visiting teams. (Ill) 

FIELD SIZE-ln data processing, the units of space 
allowed in a disk, drum, tape, tabulating card, or other 
device used to record data for a particular item of 
information. (VR) 

FILING (subject matter)-^ appendix, p. 157. 

FILING, OFFICE MACHINES, AND GENERAL OF- 
FICE CLERICAL OCCUPATIONS (subject mattery- 
See appendix, p. 233. 

FILING AND RECORD CONTROL (subject matter)- 
See appendix, p. 157. 

FINAL MARK- A mark, given to a pupil upon tjie 
completion of study in a course or subject-matter area 
of a self-contained class, which represents an evaluation 
of the work done for the entire course or area and is 
entered upon the permanent records of the pupil. 
(V-Vi) See also MARK. 

FINANCE AND CREDIT (subject matter)-^ ap- 
pendix, p. 164. 

FINANCIAL ACCOUNTING-The recording and re- 
porting of activities and events affecting the money of 
an administrative unit and its program. Specifically, it 
is concerned (I) with determining what accounting 
records are to be maintained, how they will be 
maintained, and the procedures, methods^ and forms to 
be used, (2) with recording, classifying, and sum- 
marizing activities or events, (3) with analyzing and 
interpreting recorded data, and (4) with preparing and 
* initialing reports and statements which reflect condi- 
tions as- of a given date, the results of operations for a 
specific period, and the evaluation of status and results 
- of operation in terms of established objectives. (VII, 
IIR, IVR) 

FINANCIAL ACCOUNTING SERVICES-Activities 
° -51 
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concerned with maintaining records of the financial 
operations and transactions of the LEA, including such 
activities as accounting and interpreting financial 
transactions and account records. (IV-IIR, IVR) 

FIRE-RESISTIVE BUILDING-A building constructed 
entirely of fire-resistive materials; or a building with 
fire-resistive walls and partitions, floors, stairways, and 
ceilings. A building of this type may have wood finish, 
wood or composition floor surfaces, and wood roof 
construction over a fire-resistive ceiling. (IIJ) 

FIRST ELOOR-A floor, beginning at the bottom of 
the building, that is at or above grade level along at 
least one entire side and has clear standing head room 
of at least 6 feet 6 inches. "At or above grade level" 
means that if the horizontal plane of the floor were to 
be extended on the side in question, no land within 20 
feet of the building wfould be above this plane. (Ill) See 
also BASEMENT. 

FIRST-PROFESSIONAL DEGREE-A degree that sig- 
nifies completion of the academic requirements for 
beginning practice in a given profession, and is based 
on a program requiring at least 2 years of college work 
prior to entrance and a total of at least 6 academic 
years of college work to complete the degree program, 
including both prior-required college work and the 
professional program itself. First-professional degrees 
are awarded in fields such as dentistry (D.D.S. or 
D.M.D.), medicine^(M.D.), optometry (O.D.), osteo- 
pathic medicine (D.O.), podiatry (Pod.D. or D.P.) or 
podiatric medicine (D,P.M.), veterinary medicine 
(D.V.M.), general law (LL.B. or J.D.), and general 
theological professions (B.D., M.Div., Rabbi, or other 
first-professional degree). (VR) 

FIRST-YEAR COLLEGE MATHEMATICS FOR ELE- 
MENTARY SCHOOL TEACHERS (subject matter)- 
See appendix, p. 213. 

FISCAL PERIOD-Any period at the end of which an 
agency determines its financial condition and the 
results of its operations and closes its books. It is 
usually a year, though not necessarily a calendar year. 
Hie most common fiscal period is from July 1 through 
June 30. (II, IIMIB-VII, IIR, IVR) 

FISCAL SERVICES-Activities involved with man- 
aging and conducting the fiscal operations of the LEA. 
This Service Area includes budgeting, receiving and 
disbursing, financial accounting, payroll, internal 
auditing, and purchasing. (IIR, IVR) 
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FISCAL YfiAR-Any 12-month period at the end of 
which a school district determines its financial condi- 
tion and the results of its operations and closes its 
books. The most common fiscal year begins on July 1 
and ends the following June 30. (IIB) 

FiVE-OR 6-YEAR HIGH SCHOOL-A secondary 
school served by one faculty organized under one 
principal which includes more than four grades, is not 
divided on a junior and senior basis, and is not 
preceded by a junior high school in the same school 
system. (VI, VR) (In earlier handbooks, thi> was called 
"Undivided High School/*) 

FIXED ASSETS-Land, buildings, machinery, furni- 
ture, and other equipment which the LEA intends to 
hold or continue in use over a long period of time. 
"Fixe£* denotes probability or intent to continue use 
or possession, and does not indicate immobility of an 
assent. (II, III, IV, IIB, IIR, IVR) 

FIXED ASSETS GROUP OF ACCOUNTS-A self- 
balancing group of accounts used to account for fixed 
assets owned by the LEA. Fixed assets purchased 
'under Lease-Purchase agreements are entered in this 
group after the last payment is made. (IIR) 

FIXED CHARGES-Charges ot a generally recurrent 
nature which are not readily allocated to other 
expenditure categories. They consist of such charges 
as: school board contributions to employee retirement, 
insurance and judgments, rental of land and buildings, 
and interest on current loans. They do not include 
• payments to public schoolhousing authorities or similar 
agencies. (MI, IIR) 

FIXTURES-S<?<> DUILT-IN EQUIPMENT. 

FLEXIBLE SCHEDULING-An organization for in- 
struction allowing for varying class sizes within and 
among courses, and providing for instructional groups 
which meet at varying frequencies and for varying 
lengths of time. (VI) 

FLOATING DEBT-babitities (except bonds) payable 
on demand or at an early date, for example, accounts 
payable, bank loans, notes, or warrants. (II, IIR) See 
also CURRENT LIABILITIES. 

FLOOR AREX-See GROSS FLOOR AREA. 

FLORISTRY (subject matter)-See appendix, p. 164. 
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FLOW-THROUGH BUDGET-A plan of financial oper- 
ation for the handling of those funds which constitute 
neither a receipt nor an expenditure of the State 
department or agency. Rather, such funds are distrib- 
uted by the State department as an intermediary. 
Federal and State support funds are the most common 
examples of flow-through money. (VII) 

FOLLOWUP STUDY-A study made of the experi- 
ences or status of former pupils, either for the purpose 
of assisting them in further adjustment or for securing-' 
information to help improve instruction or guidance 
for those still in school. In vocational education, this 
term refers to a research activity designed to determine 
what occupations are pursued by graduates and/or, 
other former pupils in occupational programs, and how 
effective was their preparation in relationship to job 
requirements. (VI) 

FOOD DELIVERY-Delivering prepared food, ready 
for serving, within the LEA. (IIR, IVR) f 

FOOD DISTRIBUTION (subject matter)-6>e appen- 
dix, p. 164. 

FOOD PREPARATION AND DISPENSING SERV- 
ICES-Preparing and serving regular and incidental 
meals, lunches, or snacks in connection with school 
activities. It includes cooking, operating kitchen equip- 
ment, preparing salads, serving food, cleaning dishes, 
and storing dishes and kitchen equipment. (IV-HR, 
IVR) 

FOOD SERVICE ASSIGNMENT-'An assignment to 
perform the activities of preparing and serving food. 
(IIR, IVR) 

FOOD SERVICE FUND-Used to record financial 
transactions related to food service operations. (IIR, 
IVR) 

FOOD SERVICES-Activities involved with the food 
services program of the school or LEA. This service 
area includes the preparation and serving of regular and 
incidental meals, lunches, or snacks in connection with 
school activities, and the delivery of food. (II, II MY- 
VMIR f IVR) 

FOOD SERVICES ^subject mater)-S<?<? appendix, p. 
164. 

FOOD SERVICES BUILDING -A building used prt- 



T»arily for housing personnel and equipment engaged m 
the preparation, serving, or distribution of regular and 
incidental meals, lunches, or snacks in connection with 
school activities. (Ill) 

FOOD SERVICES WORKER- A staff member per- 
forming. -assigned activities concerned with preparing 
and serving meals (IV) See also FOOD SERVICE 
ASSIGNMENT. 

FOREIGN LANGUAGES (subject maUer)-&* appen- 
dix, p. 1 81. 

FOREMAN-A staff member performing the assigned 
activities of overseeing the work of laborers, and crafts 
or trades workers. (IV) ' 

FOREMAN ASSIGNMENT- An assignment, con- 
sidered to be a function of management, to supervise 
the day-to-day operations of a group of skilled, 
semiskilled, or unskilled workers (e.g., the warehouse 
or garage workers). (IIR, IVR) 

FOREMANSHIP, SUPERVISION, AND MANAGE- 
MENT (subject matter)-See appendix, p. 259. 

FORESTRY (PRODUCTION, PROCESSING, MAN- 
AGEMENT, MARKETING, AND SERVICES) (subject 
matter)-See appendix, p. 146, 

FORMAL ORG AN I Z ATI ON- A social group whose 
structure and activities have been rationally organized 
and standardized with definitely prescribed group 
rules, goals, and leaders. (Unpublished yill) 

FORMER MIGRATORY CHILD-As defined for Fed- 
eral compensatory education programs, a child who, 
with the concurrence of his parents, is deemed to be a 
migratory child on the basis that he has been an 
interstate or intrastate migratory child but has ceased 
to migrate within the last five years and currently 
* resides in an area where interstate and/or intrastate 
migratory children will be served, (VR) See also 
INTERSTATE MIGRATORY CHILD and INTRA- 
STATE MIGRATdRY CHILD, 

V 

FORUM- A public meeting at which topics are dis- 
cussed by leaders and the audience. (V, VI) 

FOSTER HOME-A family home, other than the home 
of a natural parent, into which a child is-placed for 
rearing without adoption (V, VR) 



FOUNDATION PROGRAM-A system whereby State 
funds are used to supplement local or intermediate 
district funds in the support of education at the 
elementary and secondary levels. Such a program 
usually guarantees a "minimum foundation" of finan- 
cial support from State funds regardless of the financial 
ability of the local or Intermediate district to support 
education. The extent to which a foundation program 
equalizes the educational opportunity of pupils varies 
among the several States. (VII) 

FOUR-YEAR HIGH SCHOOL-A 4-year secondary 
school immediately following the elementary school 
(as in an 8-4 plan) or a middle school. Tins includes 
4-year vocational and technical high schools. (IV, V-VI, 
VR) 

FREE BONDING CAPACITY-At any given time, the 
total amount of bonds in excess of existing obligations 
that a school district could issue under any circum- 
stances if it were to reach its debt limit. (Ill) See also 
BONDED DEBT and DEBT LIMIT. 

FREEWAYS AND EXPRESSWAYS-The first rank in 
the classification of streets, Wd exclusively for, the 
movements of vehicles, and provfding for no vehicular 
or pedestrian access to adjoining properties. Inter- 
change of traffic between a freeway and other streets is 
accomplished by grade-separated interchanges. (Unpub- 
lished VIII) 

FREQUENCY DISTRIBUTION-A distribution of the 
frequencies with which a set of mutually exclusive 
categories of characteristics appear in a population. 
(Unpublished VIII) 

FRESHMAN-In college, a student who has earned less 
than the required number of credit hours for comple- 
tion of the first year of study. The term also is used 
frequently in referring to a high school student in grade 
9. (VR) 

FULL DAY OF ATTENDANCE-Attendance during a 
complete full-day school session or approved curtailed 
session. Attendance at a State-approved half-day ses- 
sion for kindergarten or prekindergarten also should be 
counted as a> full day of attendance. An excused 
absence should not be counted as a-day of attendance. 
(V-VR) See also SESSION and HALF DAY OF 
ATTENDANCE, 

FULL-DAY SESSION-A school session which con- 
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tains at least the minimum number of hours recom- 
mended by the State education agency for a full day of 
attendance in a given elementary or secondary grade 
other than kindergarten or prckindcrgarten. (VVI, 
VR) 

FULL-TIME ASSIGNMENT-The responsibility for a 
group of activities which requires full time of a staff 
member to perform, (IV-IVR) 
f 

FULL-TIME EQUIVALENCY- The amount of time 
for a less than fuil-time activity divided by the amount 
of time normally required in a corresponding full-time 
activity. Full'time equivalency usually is expressed as a 
decimal traction to the nearest 10th. (I, II-VI-IIR, 
IVR) 

FULL-TIME EQUIVALENCY OF ASSIGNMENT- 
The amount of employed time normally required of a 
staff member to perform a less than full-time assign- 
ment divided by the amount of time normally required 
in performing a corresponding full-time assignment. 
Full-time equivalency of assignment usually is ex- 
pressed as a decimal fraction to the nearest 1 0th. 
(IV-V, VR) 

FULL-TIME EQUIVALENT ENROLLMENT-The 
equivalent number of full-time students in a college at 
an established census date, determined by dividing the 
assumed normal individual student load of credit hours 
into the total student credit hours as of that dat&. (VR) 

FULL-TIME PERSONNEL-School employees whose 
positions require them to be on the job on school days 
throughout the school year, at least the number of 
hours the schools in the LEA are in session. (I, II-HR, 
IVR) 

FULL-TIMc STAFF MEMBER-A *taff . .mber 
whose total current assignments, regardless of their 
classification, require his services each working Jay at 
least a number of hours equal to the number of hours 
of a regular working; day. (IV-VII, IVR) 

FULL-TIME STUDENT-A student who is carrying a 
full course load, as determined by the State, local 
school system, or institution. A college student is 
generally considered to be full-time when he carries at 
least 75 percent of a normal student load. (V, VI-VR) 

FULL-TUITION STUDENT-A student usually a non- 
resident of the geographic area served by a specified 



school, school system, or institution for whom the 
maximum allowable tuition is paid. (V-VR) 

FUNCTION (local education agency)- An action which 
contributes to a larger action of a person, living thing, 
or created thing. (IIB-IIR, IVR) 

FUNCTION (State education agency )-One of a major 
group of related actions which contributes to a larger 
action. In a State education agency, the major groups 
of related actions (functions) as delineated in this 
handbook are as follows. (1) General Management, (2) 
Planning, Research, Development, and Evaluation, (3) 
Consultative Services, (4) Distribution of Resources, 
(5) Internal Services, and (6) Operation or Approval of 
Programs and Schools. The larger action, or central 
purpose, is education. (VII) See also MAJOR FUNC- 
TION. 

FUNCTIONAL AREA- That geographic area con 
sidered as an integrated functional unit for economic 
study purposes, Basic/no nbasic determinations requ rc 
establishing functional boundaries for the measurement 
of the flow of goods and services. Bounda ies may or 
may not be coincident with a political community. 
(Unpublished VIII) 

FUNCTIONALLY ILLITERATE -An adult who is 
unable to read, write, and compute sufficiently well to 
meet the requirements of adult life. For purposes of 
many adult/continuing education programs, this is 
considered to include adults who have not gone 
beyond the eighth grade or who cannot read, write, 
and compute at or above an eighth grade level of 
performance. In the United States this term usually is 
applied also to foreign-born adults having limited 
ability to use the English language. (VI-VR) 

FUND-An independent accounting entity with its 
own assets, liabilities, and r und balances. General'), 
funds are established to account for financing of 
specific activities of an agency's operations (IMIB>VU, 
IIR, IVR) 

FUND ACCOUNTS- All accounts necessary to set 
forth the financial operations and financial condition 
of a fund. (II, IIR) 

FUND BALANCE- The excess of the assets of a fund 
over its liabilities and reserves except in the case of 
funds subject to budgetary accounting where, prior to 
the end of a fiscal period, it represents the excess of 



the fund's assets and estimated revenues for the period 
ovei its liabilities, reserves, and appropriations for the 
period. (11B-UR) 

FUND, CAPITAL PROJECT-See CAPITAL PROJ- 
ECT FUND. 



FUND, CASH CHANGE-See CASH EXCHANGE 
FUND. 



FUND, CONSTRUCTION^^ CONSTRUCTION 
FUND. 



FUND, CONTINGENTS^ CONTINGENT FUND. 
FUND, DEBT-&?t> DEBT FUND. 



FUND, DEBT SERVICE-^* DEBT SERVICE FUND. 

FUND, ENDOVYMENT-See ENDOWMENT FUND. 

FUND, FOOD SERVICES^ FOOD SERVICE 
FUND. 



FUND, GENERAl-5^ GENERAL FUND. 

FUND, PERMANENT SCHOOL-See PERMANENT 
SCHOOL FUND. 



FUND, PUPIL ACTIVITY -See PUPIL ACTIVITY 
FUNb. 



FUND, SINKING-Sce SINKING FUND. 

FUND, SOURCE OF-Jto SOURCE OF FUND. 

FUND, SPECIAL- ?ee SPECIAL FUND. 

FUND, SPECIAL REVENUE-S<?<? SPECIAL REVE- 
NUE FUND. 

FUNDED DEBT-Same as Bonded Debt which is the 
preferred term. (II, IIR) 

FUNDING-The conversion of judgments and other 
floating debt into bonded debt. (II, IIR) 

FURNITURE-Movable equipment that is used for 
sitting; ;>s a support for writing, drawing, experimenta- 
tion, and work activities; as storage space for material 
items; or for decorative purposes. Examples are desks, 
chairs, tables, floor lamps, room-size rugs, file cabinets, 



bookcases, work benches, wheeled science demonstra- 
tion tables, and storage cabinets. (Ill) 

G 

GAIN OR LOSS ON SALE OF INVESTMENTS-Gains 
or losses realized from the sale of bonds or stocks; 
gains represent the excess of the sales proceeds over 
cost 01 other basis at date of sale (cost less amortiza- 
tion of premium in the case of long-term bonds 
purchased at a premium over par value or cost plus 
amortization of discount on long-term bonds pur- 
chased at a discount under par value); gains realized 
from sale of U.S. Treasury bills represent interest 
income. Losses represent the excess of the cost or 
other basis at date of sale (as described above) over the 
sales proceeds. (IIR) 

GAINFUL EMPLOYMENT-Employment in a recog- 
nized occupation for which persons normally receive a 
wage, salary, fee, or profit. (VI) 

GARDENER-A staff member performing the assigned 
activities which have to do with the care and nurture of 
growing plants on the grounds of the school plant. (IV) 

GENERAL ADMINISTRATION (local education agen- 
cy)-Those activities involved in the overall general 
administrative responsibility for the entire LEA (IIR 
IVR) 

GENERAL ADMINISTRATION RESPONSIBILITY- 

Thc area of systemwide general administrative responsi- 
bility which is not confined to or cannot be classified 
in a specific and narrower area of administrative 
responsibility. It consists of administrative activities 
whiqh can be performed only by the chief executive 
officer and by his general administrative executive 
assistants to whom this general administrative responsi- 
bility is delegated by the governing authority. (IV) 

GENERAL AID-Educational support funds provided 
from a higher governmental level which are not limited 
to any specific program or purpose but which may be 
used in financing the general educational program as 
seen fit by the recipient governing authority. (VII) 

GENERAL BUSINESS OR INTRODUCTION TO 
BUSINESS (subject matter)-&»e appendix, p. 158. 

GENERAL CONTINUATION CLASS-Part-time 
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class-for persons under 18 years of age who have left 
full-time instruction to enter the labor force -providing 
instruction designed primarily to increase civic intelli- 
gence rather than to develop specific occupational 
competence. (VI) 

GENERAL EDUCATION PROGRAM-A secondary 
school, junior college, or adult education program of 
studies designed primarily to prepare students for the 
common activities of persons as citizens, family mem- 
bers, and workers, and which is contrasted with 
specialized education which prepares for an occupation 
or career. (V.VI-VR) , 

GENERAL FUND (local education agency)-Used to 
account for all transactions which do not have to be 
accounted for in another fund. Used to account for all 
ordinary operations of an LEA. (II-IIB-IIR, IVR) 

GENERAL INDUSTRIAL ARTS (Formerly General 
Shop) (subject ,natter)-See appendix, p. 202. 

GENERAL LEDGER (local education agency)-A 
book, file or other device in which accounts are kept to 
the degree of detail necessary, that summarizes the 
financial transactions of the LEA. General ledger 
accounts may be kept for any group of items of. 
receipts or expenditures on which an administrative 
officer wishes to maintain a -close check. (IMIB-VII- 
IIR, IVR) 

GENERAL LONG-TERM DEBT GRQUP OF AC- 
COUNTS-A self-balancing group of accounts used to 
account for general long-term debt of a governmental 
unit.(HR) 

GENERAL MAINTENANCE ASSIGNMENT- An as- 
signment to perform activities concerned with repair 
and upkeep of buildings, machinery, and electrical and 
mechanical equipment. (IIR, IVR) 

GENERAL MATHEMATICS (sabject matter)-£ee ap- 
pendix, p. 213. 

GENERAL MERCHANDISE (subject matter) See ap- 
pendix, p. 164. " 

GENERAL PROPERTY LEDGER-A book, file, or 
other device in winch accounts are kept to the degree 
of detail necessary, summarizing property information. 
General ledger amounts may be kept for any group of 
property items on which an administrative officei 
wishes to maintain a close check. (Ill) 



GENERAL SCIENCE (INCLUDING ELEMENTARY 
SCHOOL SCIENCE), (subject matter) See appendix, 
p. 224/ 

GENERAL USE RtfOM-A term limited to auditori- 
ums, gymnasiums, cafeterias, libraries, and multipur- 
pose rooms according to the major use of the facility. 
(0 

GEOGRAPHY (subject matter)- See appendix, p. 240. 

GEOMETRY (subject matter)-Sce appendix, p. 217. 

GIFT-Money received from a philanthropic founda- 
tion, private individual, or private organization for 
which no repayment or special service to the contribu- 
tor is expected. (II-III-IIR) 

GOVERNING AUTHORITY-A government official, 
board, of commission, legally authorized by the consti- 
tution or by legislation to assume jurisdiction and 
responsibility in.a specific field of government. (VII) 

GOVERNING BOARD- See PUBLIC BOARD OF ED- 
UCATION. 

GOVERNMENTAL AGENCIES- Any subdivisions of 
any governmental level local, State, or Federal. (VII) 

GRADE-That portion of a school program which 
represents the work of one regular school term, 
identified by a designation such as kindergarten, grade 
1, or grade 10. (MV, V, VI, VII, VR) 

GRADE DISTRIBUTION-The total number of origi- 
nal entries in the State (E1+E2) for each grade of a 
number of specified grades at the end of the school 
year. (I) 

GRAEME LEVEL-A designation applied to that por- 
tion of the curriculum which represents the work of 
one regular school term. (VR) 

GRADE-POINT AVERAGE-A term used synony- 
mously with the term "mark-point average." (VR)See 
MARK-POINT AVERAGE. 

GRADE POINTS- A term used synonymously with the 
term "mark points." (VR) See MARK POINTS. 

GRADED SCHOOL- A school composed of separate 
standard grades or combinations of gr'a&es which serve 
as the basis for assigning pupils to classes. (VI) 



GRADUATE-An individual who has received formal 
recognition for the successful completion of a pre- 
scribed program of studies. (IV, V, VR) 

GRADUATE STUDY-College level courses of study 
beyond undergraduate study which may lead to such 
graduate degrees as the master's degree and doctor's 
degree. (IV, VII) - 

GRADUATION-Formal recognition given to a pupil 
for the successful completion of a prescribed program 
of studies. (V) 

GRANTS-IN-AID-Contributions made by a govern- , 
mental unit to an LEA which are not related to specific 
revenue sources of the respective governmental unit, 
i.e., general, or if related to specific revenue sources ->f 
the governmental unit, are distributed on some flat 
grant or equalization basis. Grants-in-aid are made by 
intermediate governments, State governments, and the 
Federal Government. (IIR, IVR) 

GRAPHIC ARTS-The planning and execution of art 
layouts by use of sketches, pictures, or diagrams to 
illustrate educational programs or processes for publi- 
cation, demonstration, and more effective communica- 
tion. (VII) 

GRAPHIC ARTS (subject matter)- See appendix, p. 
202. 

GRAPHIC ARTS ASSIGNMENT- An assignment to 
plan and arrange art layouts to illustrate programs or 
processes for publication, demonstration, and more 
effective communication. (IIR, IVR) 

GRAPHIC ARTS OCCUPATIONS (subject mater) 
See appendix, p. 259. 

GROSS EARNINGS-See GROSS INCOME. 

GROSS FLOOR AREA-The sum of the areas at each 
floor level included within the principal outside faces 
of exterior walls, neglecting architectural setbacks or 
projections. This includes all stories or areas which 
have floor surfaces with clear standing head room 
(6 '6" minimum) regardless of their use. (II, III, IIR) 
See also AREA OF A BUILDING. 

GROSS INCOME- Revenues before deducting any 
expenses- an expression employed in accounting for 
individuals, financial institutions, and the like. Also, 



gross revenue, or, incidental revenue of a manufactur- 
ing or trading enterprise. (IIR) See INCOME. 

GROSS RENTAL OF HOUSING-The contract rent, 
the mdnthly dolla* rent agreed upon, plus the average 
cost of utilities (water, electricity, gas) and other fuels, 
ta the extent that these are paid for by the renter. 
(Unpublished VIII) 

GROUNDS-Land and all improvements to it (other 
than buildings) which are owned, rented, or leased and 
used by the school system. (IV) 

GROUNDSKEEPING ASSIGNMENT (local education 
agency)-An Assignment to maintain grounds owned, 
rented, or leased, and used by the LEA. This assign- 
ment does not include the operation of machinery 
requiring semiskilled training or ^penence. (IIR, IVR) 

GROUP ASSIGNMENT CLASSIFICATION- A classifi- 
cation of the assigned activities of a staff member 
according to-whether the activities constitute a profes- 
sional educational assignment; a professional or tech- 
nical assignment, other than educational; or other 
assignment. (IV) 

GROUP CONTROL-A method of property control 
whereby equipment' items that are the same with 
respect to function, material, shape, and size are , 
accounted for as a group rather than as single units. 
That is, the individual piece of equipment loses its • 
identity as such and is one Of a group. (Ill) 

GUARD-A staff member performing assigned activi- 
ties concerned with the safety and security of school 
property, facilities, and personnel. (IV) 

GUARD/WATCHMAN ASSIGNMENT (local educa- 
tion agency)-An assignment to perform activities 
concerned with maintaining the safety and security of 
LEA property, facilities, and personnel. (IIR, IVR) 

GUEST STUDENT-In community/junior colleges, a 
status which may be granted a part-time student 
attending another college or university on a full-time 
basis. (VR) 

GUIDANCE AREA-A room or rooms designed, or 
adapted, for the use of persons, such as counselors," 
deans, placement counselors, and clerical personnel, 
who have been assigned specific duties and school time 
to carry on recognized functions of the guidance 
program. (Ill) 
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GUIDANCE PERSONNEL- Persons who have been 
assigned specific duties and school tune to tarry on 
recognized functions of the guidance programs in 
whole or in part. Gassify here: counselors, deans, 
placement counselors, guidance specialists, and similar 
personnel. This refers to both certificated and noncer 
tificated personnel. (I, II, III-IV-IIR, 1VR) 

GUIDANCE SERVICES-The activities of counseling 
with students and parents, providing consultation with 
otner staff members on learning problems, evaluating 
the abilities of students, assisting students to make 
their own educational and career plans and choices, 
assisting students in personal and social development, 
providing referral assistance, and working with other 
staff members in planning and conducting guidance 
programs for students. (IV-V-VI-IVR-VR) 



full day. However, for purposes of obtaining statistical 
comparability only, ratios involving these students, are 
computed as though they were in membership for a 
half day. (V-VI-VR) 

HAND TOOLS-Instruments, machinery, and appa 
ratus that may be picked up in the hands and which arc 
moved as individual units during the performance of 
their primary functions. Examples of equipment desig-, 
nated by this title in tins handbook are electric 
powered hand saws, drills, and sanders, electric flat- 
irons, and expensive sets of hand instruments, such as 
tap and die sets, wrench sets, and micrometer -.vs. (HI) 

HANDICAP-An atypical physical, health, sensory, 
mental, or psychological condition that advereiy 
affects the performance of an individual. (V, VWRy 



GYMNASIUM- An indoor instructional space de- 
signed, or adapted, specifically for most physical 
education activities. (Ill- VI) See also INSTRUCTION 
AREA, 

GYMNATORIUM~An instructional space designed, or 
adapted, specifically for the combined functions that 
might normally be served by a separate gymnasium and 
a separate auditorium. (Ill- VI) See also AUDI- 
TORIUM, GYMNASIUM, and INSTRUCTION AREA. 



HALF DAY OF ATTENDANCE-Attendance for ap- 
proximately half of a full-day school session or an 
approved curtailed session. For example, a student who 
is present a major part of either the morning or 
afternoon portion of a school session usually is 
counted as being in attendance for that half session. 
This usually is the smallest unit of time reported for 
attendance purposes by an elementary or secondary 
school during the regular school term of elementary 
a*nd secondary schools. (V-VR) See also SESSION and 
FULLDAY OF ATTENDANCE. 

HALF-DAY SESSION-A school session which con- 
tains the minimum number of hours recommended by 
many State education agencies for kindergarten or 
prekmdergarten instruction, \yhen the length uf this 
session approximates half the number of hours recom 
mended for a full-day session 9ther elementary 
grades. Kindergarten and prekmdergarten students at 
tending a half-day session are in membership fur the 



HANDICAPPED CHILDREN-As defined for Federal 
programs of education for the handicapped, mentally 
retarded, hard of hearing, deaf, speech unpaired, 
visually handicapped, seriously emotionally disturbed, 
crippled, or other health impaired children who by. 
reason thereof require special education and related 
services. The term also includes children with specific 
learning disabilities to the extent that such children are 
health impaired children who by reason thereof require 
special education and related services. (Tins definition 
is taken from the Rules and Regulations for the 
Education of the Handicapped Act-P.L. 91-230, Title 
Vl-and from the Regulations for Title I of the 
Elementary and Secondary Education Act of 1965, as 
amended.) (VR) 



HARD OF HEARING- Individuals with slightly to 
markedly defective heading, as determined by their 
ability to use residual hearing in daily life, sometimes 
with the use of a hearing aid. (VR) 

HARDWARE, BUILDING MATERIALS, FARM AND 
GARDEN SUPPLIES AND EQUIPMENT (subject mat- 
ter)-^ appendix, p. 164. 

HEAD OF HOUSEHOLD-The individual assuming. the 

responsibility for a family group. (V, VR) 
V 

HEAD START PROGRAM -A child development pro- 
gram which offers economically disadvantaged pre-, 
school children learning experiences, health Screening 
(including examination of physical condition, dental 
health, mental health, and nutrition), and treatment 
where required. Full-yeai programs are provided for 
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children as voung as three vears old. In some instances, 
summer enrichment programs are offered for children 
who will enter school for the first time the following 
fall. (VR) 

HEALTH (subject matter) See appendix, p. 190. 

% HEALTH AND SAFETY IN DAILY LIVING, PHYSl- 
CAL EDUCATION, AND RECREATION (subject mat- 
ter)~Sec appendix, p. 189. 

HEALTH OCCUPATIONS (subject matter) See ap. 
pendix, p. 183. 

HEALTH PERSONNEL-Persons in the field of physi- 
cal and mental health, such as physicians, psychiatrists, 
school nurses, dentists, dental hygienists, psychiatric 
social workers, and therapists, whose services are 
directed primarily at individuals, although sometimes 
used for group activities. (I, H, III IV- 1 VR) 

HEALTH RELATED TECHNOLOGY (subject mat; 
tet)-See appendix, p. 250. 

HEALTH SERVICE AREA -A ioom or rooms de- 
signed, or adapted, fur the use of persons in the field of 
ph>sical and mental health, j>uJi as physicians, psychi- 
atrists, nurses, der.tists, dental hvgiemsts, psvclnatnc 
soJal workers, arl therapists, in providing health 
services to the student body La the nature of inspec- 
tion, treatment, weighing, etc. (Ill) 

HEALTH SERVICES (staff>-Activities concerned 
with medical, dental, and nurse services provided for 
local education agency employees. Included are physi- 
cal examinations, referrals, and emergency care. (IV- 
IIR,IVR) 

HE4LTH SERVICES (student)-Physical and mental 
health services which arc not direct instruction. In- 
cluded are activities involved with providing pupils 
with appropriate medical, dental, and nurse services. 
(IVIIR, IVRj 

HEALTH Tfci/T-Laboratory or other test (e.g., Schick 
Test, rhest x-ray, and electrocardiogram) which indi- 
cates the condition of a patient's health. (IV) 

HEARING HANDiCAPPED-Individuals with mark- 
edly impaired he 'ing. (VR) See also HARD OF 
HEARING and DEAF. 1 



HEAVY CONSTRUCTION MACHINERY-Sclf- 
propelled ahd attachment type machinery or apparatus 
that is used in heav^ construction work, such as 
excavating; constructing buildings, roads, and side- 
walks; and demolishing buildings. Examples of equip- 
ment designated by ;this term are. cranes, compressors, 
self-propelled rollers, bulldozers, graders, scrapers, 
power shovels, caterpillars, pile drivers, and concrete 
mixers. Major attachments that tan be operated inter- 
changeably with two or more pieces of heavy fc construc- 
tion machinery are accounted for separately. Vehicles, 
such as dump trucks, concrete mixer trucks, and water 
sprinkling trucks, which may be used in connection 
with heavy construction work are not designated by 
tlus term. (Ill) Se&also VEHICLE. 

HELPER-A staff member performing a variety of 
assigned activities often under the direction of a skilled" 
worker. AJhelper may thus learn a trade.or acquire the 
competencies necessary to perform assignments requir- 
ing skill but, unlike an apprentice, does not work under 
an agreement with his employer that such is the 
purpose of his assignment. (IV) 

HELPING TEACHER-A staff mer.iber performing 
assigned professional activities which are directed 
primarily to assj: # t ng .he teaJier in the classroom to 
improve teaching techniques. (The term helping 
teacher is noi used to denote a teadicr aide.) (IV) 

HELPING-TEACHER SERVICES~An activity of one 
or more professional staff members directed primarily 
toward assisting various teachers in their classrooms to 
improve their teaching techniques. (1V-VI) . 

HIGH SCHOOL COMPLETIONS ) Satisfactory com- 
pletion of a recognized secondary school curriculum 
(usually four years) -leading to a diploma; (2) any 
satisfactory combination of day and night center high 
school courses that fulfills the time/activity re- 
quirements set by the State for a four-year! high school 
diploma. (Unpublished IX) ' 

HIGH SCHOOL DIPLOMA-A formal document certi- 
fying the suc~?ssful completion of a prescribed sec- 
ondary school program of studies. In some States or 
communities, lugh school diplomas are differentiated 
by t^pe such as an academic diploma, a general 
diploma, or a vocational diploma. (IV, V, VMVP.-VR) 

HIGH SCHOOL EQUIVALENCY DIPLOMA-See 
CERTIFICATE OF HIGH SCHOOL EQUIVALENCY. 



HIGH SCHOOL EQUIVALENCY EXAMINATION- m 

An. examination, approved by a State department of 
education or other authorued agency, intended to 
provide an appraisal of the student's achievement or 
performance in the broad subject-matter areas usually 
required for high school graduation. Hie Tests of 
General Educational Development (GED) are the mos't 
widely recognized high school equivalency examina- 
tion. (VI-VR) See abo TESTS OF GENERAL EDUCA- 
TIONAL DEVELOPMENT (GED) and CERTIFICATE 
OF HIGH SCHOOL EQUIVALENCY. 

HIGH SCHOOL GRADUATE-A person ,who has 
received^ formal recognition from the school authori- 
ties, as by the granting of a diploma, for completing a 
prescribed course of study, in a high school, terminate 
ing with grade 12. (Grade 1 1 in a few systems.) (I) 

HIGH SCHOOL POSTGRADUATE-A student who, 
after graduating from high school (grade 12), enters a , 
secondary school for additional schoolwork. (IV, V, 
VI, VR) 

HIGH SCHOOL PROGRAiMS- Learning experiences 
concerned with the knowledge, skills, appreciations, 
attitudes, and behavioral characteristics which are 
considered to be needed by all pupils in terms of 
understanding themselves and their relationships -with 
society and various occupations and/or professions*and 
which normally may be achieved during the high 
school years. (IIR, IVR) 

HIGHER EDUCATION-Education above the instruc- 
tional level of tilt secondary school, usually beginning 
with grade 13, which is provided by colleges, universi- 
ties, graduate schools,* professional schools, and other 
degree granting institutions. (VI-VII, IVR) 

HIGHEST GRADE COMPLETED-The highest grade 
of, school completed or the grade prior to the highest 
grade attended but not completed. (Unpublished VIII) 

HISTORY (subject matter)-St^ appendix, p. 242. 

HOME ECONOMICS (subject matter)-See appendix, 
p. 197. 

HOME ECONOMICS-RELATED TECHNOLOGY (suO- 
ject matter)~See appendix, p. 251. 

HOME ECONOMICS ROOM-A special instructional 
space designed, or provided with special built-in equip- 



ment, for learning activities involving the varied aspects 
of food, clothing, and shelter, with particular emphasis 
on consumer education, management of money, time, 
enejgy, jx\d human resources, and human relationships, 
focused on child growth and development, family 
relationships, and family health. (III-VI) See also 
SPECIAL CLASSROOM. 

HOME FURNISHINGS (subject matter)-5ee appen- 
dix, p. 164. 

HOME MECHANICS (subject matter)-See appendix, 
p. 202. 

HOMEBOUND INSTRUCTION-See INSTRUCTION 
FOR HOMEBOUND STUDENT. 

HOMEBOUND 5TUDENT-A student who is unable to 
attend classes and for whom instruction is provided at 
home by a teacher. (V, VI, IVR, VR) See also 
INSTRUCTION FOR HOMEB,OUND STUDENT. 

HOMEMAKING: PREPARATION FOR PERSONAL, 
HOME, AND FAMILY LIVING (subject matter)-See 
appendix, p. 197. * 

HOMEROOM-The room or other space where a 
teacher meets with a grobp of students for their 
homeroom period, (VR) See also HOMEROOM 
PERIOD. 

< 

HOMEROOM PERIOD-A portion of a daily session, 
in a departmentalized or semidepartmentalized instruc- 
tional organization, during which a teacher and a group 
of students meet primarily for purposes of checking 
attendance, making announcements, and attending to 
other administrative details. (VI, VR) 

HOME-SCHOOL COUNSELORS~See VISITING 
TEACHFRS. - 

HOMEWORK School assignments in preparation for 
a givjjn course or subject-mater area-to be completed 
within a specified time limit and during nonclass time. 
(VI) 

HONOR ROLL-A lis? of names published each mark- 
ing period, term, or year indicating students who have 
achieved # a set standard of performance in thfir 
Schoolwork. In colleges, this frequently is referred to as 
the "dean's list." (VR) 



HONOR" SOCIETY An association that receives into 
membership students who have achieved high scholar- 
ship and, frequently who also fulfill established 
requirements for distinction in leadership or citizen- 
ship. (VR) 

HONORS PROGRAM -A special accelerated educa- 
lional program for advanced students. (VR) 

HOSPITAL CERTIFICATE— A certificate issued by a 
hospital verifying the name and date of birth of a child. 
(V,VR) 

HOSPITAL FACILITY-A building or site belonging to 
or used by a hospital, sanatorium, convalescent home, 
or mental health clinic. (V) 

HOSPITAL INSTRUCTION-Formal instruction pro- 
vided in a hospital, sanatorium, or convalescent Jiome. 
(V,VI-VR) 

HOTEL AND LODGING (subject matter)-See ap- 
pendix, p.'I64. 

HOUSEHOLD T All persons occupying a single housing 
unit. (Unpublished Will) See also HOUSING UNIT. 

HOUSING AUTHORITY OBLIGATIONS- [An ac- 
count used to record payments to a public schoolhous- 
mg authority or to an agency with similar functions.] 
A public tchoolliousing authority is a public corpora- 
tion or quasi-public corporation having power to 
perform une or more of the following functions, issue 
authority bonds for public school purposes; acquire 
and hold property for public school purposes; con- 
struct public school buildings; lease public school 
buildings to local public school administrative units, or 
transfer title to such units. (IIR) 

HOUSING UNIT-A house, apartment, group of 
rooms, or single room, which is occupied, or vacant, 
hut intended for Occupancy as separate living quarters. 
Specifically, there is a housing unit when the occupants 
live and eat separately from an> other persons u i the 
structure and there is either (1) direct access to the 
unit from the outside or through a common hall, or (2) 
complete kitchen facilities for the occupants* exclusive 
use. (Unpublished VIII) 

HUMAN RIGHTS-Just claims to the elimination of 
want, religious and racial discrimination, and to equal 
educational and employment opportunity. (VII, IVR) 
See also CIVIL RIGHTS. 
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HUMANITIES-May embrace literature, languages, his- 
tory, music, art, and philosophy (or any combination 
of these)-planned to acquaint man with his origins and 
neighbors, including the thoughts, creations, and ac- 
tions of his predecessors through the ages. The humani- 
ties are a record of what man over the centuries has 
felt, thought, and done in his search for answers to 
questions about human concerns such as personal 
identity, origins, meaning of life, and destiny. (VI) 

HUMANITIES (subject matter-Art)-See appendix, p. 
148. , . 

HUMANITIES (subject matter-English Language 
Arts)-See appendix, p. 178. 

HUMANITIES (subject matter-Foreign Languages)- 
See appendix, p. 183. 

* 

HUMANITIES (subject matter-Music)-^ appendix, 
p. 224. 

HUMANITIES (subject matter-Social Sciences/Social 
Studies)-&?e appendix, p. 243. 
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IDENTIFICATION NUMBER- A number assigned to'a 
staff member by an LEA or State agency for identifica- 
tion and record keeping purposes. These include such 
numbers as payroll number, employee number, health 
plan number, and retirement system number. (IV, 
IVR) 

IMMUNIZATION The development'of immunity or 
protection against a disease by innoculation, vaccina- 
tion, or other means. (V) 

IMPAIRED ARTICULATION -Speech sound substi- 
tutions, omissions, and/or distortions involving the 
speech mechanism (e.g., tongue, hps, or velum) result- 
ing in defective speech either in producing syllables or 
connected speech, (e.g., "wabbit" for "rabbit," and 
"sop" for "stop"). Impaired articulation is character- 
ued by patterns of consistently occunng errors and 
should not be confused with occasional mispronuncia- 
tions. (VR) 

IMPLEMENTATION-Thc process of putting into ef- 
fect something which has proved to be feasible and 
desirable. (VII) * 
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IMPREST SYSTEM-A system fur handling disburse- 
ments whereby a fixed amount of money is set aside 
for a particular purpose. Disbursements are made from 
time to time as needed. At certain intervals, a report is 
rendered of the amount disbursed, and the cash is 
replenished for the amount of the disbursements, 
ordinarily by check drawn on the fund or funds from 
* which the items are payable. The total of cash plus 
unreplenished disbursements must always equal the 
fixed sum of fash set aside. (II-IIB-IIR) ^ 

IMPROVEMENT OF INSTRUCTION SERVICES- 
Activities which are designed primarily to assist instruc* 
tiortal staff in planning, developing, and evaluating the 
process of providing challenging and rewarding learning 
experiences for pupils. These activities include curricu- 
lum development, techniques of instruction, child 
development and understanding, and staff training. 
(IIR, IVR) 

IMPROVEMENTS OTHER THAN BUILDINGS-A 

fixed asset account which reflects the acquisition value 
of permanent improvements, other than buildings, 
which add value to land. Examples of such improve- 
ments are fences, retaining walls, sidewalks, pavements, 
gutters, tunnels, and bridges. If ihe improvements are 
purchased or constructed, this account contains the 
purchase or contract price. If improvements are ob- 
tained by gift, it reflects the apprajsed«valuc at time of 
acquisition. (IIR) 

IMPROVEMENTS TO SITE— Initial and additional 
work (other than buildings) performed upon a site and 
its adjacent ways after acquisition by the school 
district, involving, such things as grading (other than 
excavation, fill, and backfill necessary foi construction 
of a building), landscaping, seeding, and planting of 
shrubs and trees, constructing new sidcwalsk, road 
ways, retaining walls, sewers, and *t«.... u* ns, install* 
ing water mains, field hydrants and field sprinkling 
systems, and outdoor drinking fountains, original 
surfacing and soil treatment of athletic fields and 
tennis courts; furnishing and installing for the first time 
playground apparatus built into the grounds, flagpoles, 
gateways, fences, and underground storage tanks which 
are not parts of building service systems, and demoli- 
tion work. (Ill) 

INCIDENTAL LEARNING- Leaning occurring con 
comitantly with an activity or expenci ,e, but toward 
which the activity or experience is not specifically 
directed, for example, learning how to spell words 



Labrador and cyclone while studying geography. (Un 
published IX) 

INCOME TAX-Taxes levied on net income, that is, by 
gross income less certain deductions permitted'lby law 
These taxes can be levied on individual, corporation or 
unincorporated businesses where the income is taxed 
distinctly from individual incc^e. Separate accounts 
may be maintained for individual, corporation and 
unincorporated business income tax. (IIR) 

INCOMPLETE HIGH SCHOOL-A secondary school 
which offers less than four fu.ll years of work beyond 
grade 8 in a school system that is organized in such a 
manner that grades PreK, K, or 1 through 8, constitute 
the elementary grades. These are sometimes called 
"truncated high schools." (I, II, III, IV/V-VI, VII, VR) 

INCORPORATED PLACE-A place (concentration of 
population) legally constituted as a city, borough, 
town or village, except that to whs are not recognized 
as an incorporated place in the New England states, 
New York, and Wisconsin. (Unpublished VIII) ' 

INDEPENDENT AMERICAN OVERSEAS SCHOOL- 
An elementary or secondary ^chopl located outside the 
United S ites and its outlying areas which (a) follows 
basically a U.S.-type curriculum, (b) uses English as the 
pnmary language of instruction, and (c) has a large 
proportion of US citizens in its student body and 
staff. (VR) 

INDEPENDENT NONPROFIT SCHOOL-A private or 
nonpublic school which is not a part of a school system 
and is operated with no intention of making a profit 
(VR) See also PRIVATE OR NONPUBLIC SCHOOL. 

INDIAN EDUCATION -Educational experiences pro 
vided for American Indian pupils. (VII) 

INDIRECT COSTS-S<?e OVERHEAD COSTS and 
INDIRECT EXPENSES. 

INDIRECT EXPENSES -Those elements of cost neces 
sary in the provision of a service which are of such 
nature that they canm . b readily or accurately 
identified with the specific .service. For example, the 
custodial staff may clean corridors in a school building 
which is used jointly by administrative, instructional, 
maintenance, and attendance personnel. In this case, a 
part of custodial salaries is an indirect expense of each 
service using the corridors. However, it is impossible tu 
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determine readil> or accurately the amount of the 
salary to charge each of these service*. (II-HB HR, 
IVR) See also DIRECT EXPENSES. 

INDIRECT SERVICES- Service* for programs which 
cannot be identified wUh a specific program. All 
$u££ort services programs are indirect services of 
InstnK^ton programs (IIR, IVR) 
* * 
INDIVIDUAL INSTRUCTION-An arrangement 
whereby a student receives instruction b> himself and 
not as par? of a class, i,e , instruction for a single 
person. (V, Vl-VR) 

INDUSTRIAL ART? (subject matter)-fe appendix, 
p. 199, 

INDUSTRIAL ARTS MATHEMATICS (subject mat- 
ter)See appendix, p. 202. 

INDUSTRIAL ARTS SCIENCE (APPLIED CHEMIS- 
TRY) (subject matter)- .SVe appendix, p. 202. 

INDUSTRIAL ARTS SCTENCE (APPLIED PHYSICS) 

(subject matter)- See appendix, p. 203. 

Industrial atomic energy occupations 

(subject nattir)See appendix, p. 260 

INDUSTRIAL MARKETING (subject matter)-5ee ap- 
pendix, p, 165. 

INDUSTRIAL MATERIALS AND PROCESSES (sub- 
ject matter)- See appendix, p. 203. 

INFORMATION COMMUNICATION OCCUPATIONS 
(subject matter)-nSVe appendix, p. 233. 

INFORMATION SERVICES (administrative)- A. tivi 
ties concerned with the\jtatting, editing and other 
preparation ne^essar,, to disseminate educational and 
administrative information to pupils, staff x managers, 
-or to the general public through direct mailing, the 
various news media, or personal contact. (IIR, IVR) 
» *** 

INFORMATION SERVICES (pupils)- Activities organ- 
ized foi the dissemination of educational, occupa- 
tional, and personal/social information to help" ac- 
quaint pupils. with thcturruuluuand with eduv,aJtionai^. 
jml vouitioml opportunities and requirements. SuJn 
information might be provided directly to pupils 
through group or individual guidance, or indirectly 
through staff members or parents. (VI-IIR-IVR) 



INITIAL TEACHING ALPHABET (ITA)-A decoding 
system using a 44-charaeter alphabet (each character 
representing a distinct sound) instead of the standard 
26-letfer alphabet (in which the vowels and consonants 
represent varying sounds). (VI) 

INJURY CAUSING ACCIDENT-An unforeseen or 
unexpected occurrence or event resulting in bodily 
injury. (IV) 

INNER CITY SCHOOL-A school usually located in a 
high density population area of an urban, central city 
* and normally attended by a high proportion of urban 
disadvantaged students; the attendance area of the 
school is often characterized by factors such as 
significant proportion of substandard dwellings, of 
low-income housing, of non-white racial or ethnic 
groups, of non-English speaking population, or of 
health and other social problems. (Unpublished) 

CM-SCHOOL INSTRUCTION-Inaruction received by 
a student within the school plant. (V, VI, VR) 

INSERVICE EDUCATION OR TRAINING (local edu- 
cation agency )-A program of systematized activities 
promoted or directed by the education agency, or 
approved by the education agency, contributing to the 
professional or occupational growth in competence of 
staff members during the time of their service to the 
agency. Coilege^redit programs are not regarded in this 
hand' ook as inservice education or training. (IY-IVR) 

INSERVICE EDUCATION OR TRAINING (State edu- 
cation agency)-A program of systematized activities 4 
piumoted or directed by the State education agency, 
or approved by the State education agency, contribut- 
ing to the professional or occupational growth in 
competence of board members and State staff mem- 
bers during the time of their service to the agency. 
p)llege credit programs are not regarded as inservice 
education or training. (VII) 

INSERVICE EDUCATION SERVICES (for nonin- 
structional staff)- Activities developed by the LEA for 
training of nonmstruaional peisonnel in all classifica- 
tions. (IIR, IVR) 

INSPECTOR ASSIGNMENT An a:>signm#U to ap- 
praise the condition of equipment and . buildings as 
they relate to safety and health, and the condition of 
new construction as it relates to specifications and 
codes. (IV, IIR, IVR) 
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INSTITUTION FOR DELINQUENT CHILDREN-As 
defined for Federaf compensatory education programs, 
a public or privatp. nonprofit residential facility which 
is operated primarily for the care of, for an indefinite 
period of tune or for a period of time other than one 

• of short duration, children and/or youth who have 
been adjudicated to be delinquent. Such term also 
includes an adult ^correctional institution in which 
children are placed. (VR) See also DELINQUENT 

e BEHAVIOR and JUVENILE DELINQUENT. 

INSTITUTION FOR NEGLECTED CHILDREN-As 
^ defined for Federal compensatory education programs, 
a public or private nonprofit residential facility (other 
than a foster home) which is operated primarily forahe 
care of, for an indefinite period of time, at least ten 
children and/or youth vvho have been committed to 
the institution, or voluntarily placed in the institution, 
and for whom the institution has assumed or been 
granted custodial responsibility pursuant to applicable 
State law, because of the abandonment or neglect by, 
or death of, parents or persons acting in the place of 
parents. (VR) 

INSTITUTIONAL-Pertaining to an organization hav- 
ing a social, educational, or" religious purpose, as a 
school, church, hospital, or reformatory. (VII, 1VR) 

INSTRUCTION-The activities dealing directly with 

* the teaching of students and/or with improving the 
quality of teaching. (I, II, III, V, VMIR, F/R-VR) 

INSTRUCTION AND CURRICULUM DEVELOP- 
MENT SERVICES-ActivtJies designed to aid teachers 
in developing the curriculum, preparing and utilizing 
special curriculum materials, and understanding and 
appreciating the various techniques which stimulate 
and motivate pupils. (I1R, IVR) 

INSTRUCTION AREA- A room (or other area) wludi 
was specifically designed, or adapted, to accommodate 
some form of instructional activity and is available for 
such purposes. Regular classrooms; special classrooms, 
sucn as kindergarten rooms, laboratories, shops,~home 
economics rooms, music rooms, and special classrooms 
for exceptio, al children, and other arear., such as 
libraries, study halls, audiovisual rooms, auditoriums, 
gymnasiu.ns and multipurpose rooms, Should be in- 
cluded as instruction areas. (Ill, V) 

INSTRUCTION BUILDING- A building used primarily 
for housing personnel and equipment engaged in 



activities dealing directly with the teaching of students 
or improving the quality of teaching (III) 

INSTRUCTION BY CORRESPONDENCE -Approved 
instruction, usually received by the pupil outside the 
school plant, which provides for the systematic ex- 
change between teacher and pupil of materials sent by 
mail. (I V, IVR) 

INSTRUCTION FOR HOMEBOUND STUDENT- 
lndividual instruction by a teacher usually at the home 
of a student who is unable to attend classes. In some 
instances, such instruction is augmented by telephone 
communication between the classroom and the student 
or by-other means. (1V-V, VMVR-VR) 

INSTRUCTION PROGRAMER-A staff member per- 
forming the assigned activities of providing precise 
"sequences of information to pupils through devices 
such as teaching machines for the purpose of bringing 
about maximum learning. (IV) 

INSTRUCTION ROOM-Any room which was origin- 
ally designed, or later adapted, to accommodate some 
form of group instruction on a day-by-day basis and 
which i? available for such purposes. "Adapted" as 
used here, means that the area of the room has been 
changed, through the movement of the fixed walls or 
partitions of the room, for the purpose of converting it 
to an instruction room. Special instruction rooms 
should be included, but areas such as auditoriums, 
gymnasiums, lunchrooms, libraries, study halls, and 
multipurpose rooms should not be included as instruc- 
tion rooms. (I) 

INSTRUCTIONAL EQUIPMENT-Equipment used b> 
pupils and instructional staff m the instructional 
program. (Ill) 

INSTRUCTIONAL LEVEL- An indication of the gen- 
eral nature and difficulty of instruction, e.g., ele- 
mentary instructional level, secondary instructional 
level, and postsccondary instructional level. (V, VI, 
VII, IVR, VR) 

INSTRUCTIONAL MATERIALS CENTER-An in- 
structional s^ace where school library services and 
audiovisual services are integrated. When such services 
are limited to one or more specific subject areas, the 
space may be referred to as "resource center." For 
inventory purposes, an instructional materials center is 
considered to be a school library instructional space. 
(VI) See also RESOURCE CENTER. 
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INSTRUCTIONAL ORGANIZATION - A school or 
<Uher organization.,! arrangement which provides in- 
struction of a given typ.* or types. (IV-V-IIR, IVR) 

INSTRUCTIONAL PERSONNEL -Those who render 
direct and personal services which are in the nature of 
teaching- Included here are teachers (including teach- 
ers of home bound), teaching assistants, teacher aides, 
secretaries lor teachers, special graders, substitute 
teachers, and clerks serving teachers on.>. Attendance 
personnel, health personnel, and other clerical person- 
nel should not be included as instructional personnel 
(I, II, III, IV-IIR, IVR) 

INSTRUCTIONAL STAFF TRAINING SERVICES- 

Activities designed to contribute to the professional or 
occupational, growth and competence of members of 
the instructional staff during the time of their >ervice 
to the LEA or school Among these actuates are 
workshops, demonstrations, school visits, courses for 
college credit, sabbatical leaves, and travel leaves. (IIR, 
IVR) 

INSTRUMENT MAINTENANCE , ?D REPAIR OC- 
CUPATIONS (subject maUer)-See appendix, p. 260. 

INSTRUMENTAL MUSIC (subject matter)-&?<? ap- 
pendix,p. 223, 

INSURABLE VALUE- Cur rent replacement cost ot a - 
piece of property less deductions for depreciation and 
noninsurable items. (Ill) 

INSURABLE VALUE OF A BUILDING-Current re- 
placement cost less deductions for depreciation and 
noninsurable items. 

The replacement cost of a building can be determined 
* in several different ways One of thest methods is 
through comparison of the building with a recently 
erected building of similar quality and facilities for 
which cost figures are available Another method is, 
through the application of a cost factor per square foot 
of floor area or per cubic foot of volume. Another is 
through the application of building cost indices which 
make it possible to determine a percentage increase or 
decrease in building eosts over the years that in turn 
can be applied to the original cost of buildings to 
derive estimates of replacement cost. Still another 
method is through a detailed appraisal showing the 
quantity of materials, the amount of labor, and the 
total cost of each needed to replace the building at 
current prices. (Ill) * 
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INSURABLE VALUE OF EQUIPMENT-Its present 
worth. (Ill) See also REPLACEMENT COST OF 
EQUIPMENT. 

INSURANCE (subject matterJ-Sec appendix, p. 000. 

INSURANCE AND BOND PREMIUMS-Expenditufes 
for all types of insurance coverage such as property, 
liability, fidelity, bond premiums, as well as the costs 
of judgments. Insurance for group health, workmen's 
compensation, etc., are not charged here, but are 
recorded under Personal Services-Employee Benefits. 
(HR) 

INSURANCE AND RISK (subject matter)-&?e ap- 
pendix, p. 000. 

INTEGRATION-The process of combining suhject- 
maUSr content from various subject-matter areas into 
one unified course, project, or unit, e.g., interrelating 
the teaching of history, geography, science, art, music, 
and English language arts in the studyof the Westward 
Movement. (VI) 

INTEREST-A fee charged a borrower for the use of 
money. (II, III, IIR) See also DEBT SERVICE. 

INTEREST AND RECEIVABLES-Interest received 
on temporary or permanent investments in the United 
States Treasury bills, notes, bonds, savings accounts, 
time certificates of deposit, notes, mortgages, or other 
interest-bearing obligations and dividends received on 
stocks. (IIR) 

INTEREST GROUP-A group organized to secure 
certain objectives which the members value or regard as 
beneficial to themselves. Interest groups, sorrjetimes 
referred to as special interest groups, frequently repre- 
sent particular economic interests-for example, organ- 
ized labor, large manufacturers, small businessmen, 
farmers, professional organizations. Interest groups also 
may be organized to secure noneconomic objectives or 
objectives that are not purely economic. An interest 
group may, for example, be a religious group, an ethnic 
or racial group, an associat:on concerned with saving 
historic landmarks, or a rifle association. Interest 
groups play a particularly important role in a large, 
representative democracy, where they seek to exert 
influence over the passage of legislation and the actions 
of governmental agencies. (Unpublished VIII) 

INTEREST INVENTORY-An examination used to 
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measure a person's likes and dislikes, typically de- 
termining the extent to which a person's pattern of 
likes and dislikes corresponds to those of persons who 
are known to be successfully engaged in a given 
vocation, school subject, program of studies, or other 
activity. (VR) 

INTEREST RECEIVABLE ON INVESTMENTS- The 
amount of interest receivable on investments, exclusive 
of interest purchased. Interest purchased may be 
shown in a separate account. (IIR) 

INTERFUND TRANSFERS-Money which is taken 
from one fund under the control of the board of 
education and added to another fund under the board's 
control. Interfund transfers are not receipts or expendi- 
tures of the LEA. (1M1B11R) 

INTERMEDIATE ADMINISTRATIVE UNIT-An ad- 
ministrative unit smaller than the State which exists 
primarily to provide consultative, advisory, administra- 
tive, or statistical services to local basic administrative 
units, or to exercise certain regulatory functions over 
local basic administrative units. An intermediate unit 
may operate schools and contract for school services, 
but it do^s not exist primarily to render such services. 
Such units may or may not have taxing and bonding 
authority. Where there is a supervisory union board, 
the union is included as an intermediate unit. (I, IMV, 
< V,VI,VII,I1R,VR) 

INTERMEDIATE ELEMENTARY GRADES The 

grades between the primary grades and the upper 
elementary grades or the junior high school, usually 
grades 4, 5, and 6. (IV, V, XI, VII) 

INTERMEDIATE ELEM£J#ARY LEVEL (including 
years or grades 4, 5, and 6 or equivalent)- Usually 
includes education in the yeais or grades 4, 5, and 6 or 
the equivalent. In prattle, instruction frequently takes 
place in a self-contained class. (VI) 

INTERMEDIATE SOURCES OF REVENUE- An in 
termediate administrative unit or a political subdivision 
between LEA's and the State that collects revenue and 
distributes it to LEA's in amount* different from those 
which are collected within such system. (II, IIR) 

INTERN- A staff member who is performing assigned 
activities which are part of an internship plan of a 
college or local school system providing for the 
periodic supervision of the staff member by personnel 
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of the college or school system as lie performs his 
assigned activities. (IV) See also TEACHING INTERN 
ASSIGNMENT and ADMINISTRATIVE INTERN AS- 
SIGNMENT. 

INTERNAL AUDITING SERVICES-Activities con- 
cerned with verifying the account records, including 
evaluating the adequacy of the internal control ,ystem, 
verifying and safeguarding assets, reviewing the re- 
liability of the accounting and reporting systems, and 
ascertaining compliance with established policies and 
procedures. (IIR, IVR) 

INTERNAL CONTROL-A plan of organization under 
which employees' duties are so arranged and records 
and procedures so designee! as to make it possible to 
exercise effective accounting control over assets, liabili- 
ties, revenues, and expenditures. For example, under 
such a astern, the "employees' work is subdivided so 
tnat n, % n« employee performs a complete cycle of 
operations. For instance, an employee handling cash 
would no 1 post the accounts receivable records. Again, 
under such a s, tern, the procedures to be followed are 
definitely laid down and such procedures call for 
proper authorizations by designated officials for all 
actions to be taken. (II, IIR) 

INTERNAL EVALUATION-The process used by per- 
sonnel responsible for the conduct and operation of a 
program to determine the degree to which it has 
fulfilled its stated objectives. (Unpublished IX) 

INTERNAL INFORMATION SERVICES-Actmties 
concerned with the writing, editing, and communica- 
tfon of administrative information to pupils and staff. 
(IIR, IVR) 

INTERNAL SERVICES (local education agency)- 
Actmties concerned with buying, storing, and dis- 
tributing supplies, furniture, and equipment, as well as 
activities concerned with duplicating and printing for 
the LEA. (IIR, IVR) 

INTERNAL SERVICES (State education agency)- 
Those function* or activities which are necessary for 
and relate to the actual operation of the State " 
department of education. This excludes those services 
which are rendered primarily for the benefit of 
agencies or institutions outside the State department of 
education. (VII) 

INTERNATIONAL TRADE (subject matter)-£<* ap- 
pendix, p. 165. 
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INTERPERSONAL AND 1/eHAVIORAL COPING 
SKILLS (subject matter)-5e<? appendix, p. 269. 

INTERSCHOLASTIC ATHLETICS-Organized games 
and athletic activities engaged in by pupils specifically 
trained for such purposes with similarly trained pupils ' 
from other schools. (VI) 

INTERSTATE MIGRATORY CHILD-As defined for 
Federal compensatory education programs, a child who 
has moved with a parent or guardian within the past 
vear across State boundaries in order that a parent, 
guardian, or other member of this immediate family 
might secure temporary or seasonal employment in an 
agricultural activity. "(VR) 

INTRAMURAL ATHLETICS -Organized games and 
athletic activities engaged in by pupils of a school with 
other pupils from the same school. The intramural 
program may^ be an integral part of the physical 
education program or a distinctive program of its own; 
in either case, the program must be con^ned to a single 
school. (VI) 

INTRASTATE MIGRATORY CHILD-As defined for 
Federal compensatory education programs, a child who 
has moved with a parent or guardian within the past 
year across school district boundaries within a State in 
order that a parent, guardian, or other member of his 
immediate family might secure temporary or seasonal 
employment in an agricultural activity. (VR) 

INTRODUCTION TO ANALYSIS (subject matter)- 
See appendix, p. 220. 

INVASION~The interpenetration of one population 
group or use area by another, the difference between 
the new and old being economic, social, or cultural. 
(Unpublished VIII) 

INVENTORY- A. detailed list or record showing quan- 
tities, descriptions, values, and frequently, units of 
measure and unit prices of property on hand at a given 
time. Also, the cost of supplies and equipment on hand 
not yet distributed to requisitioning units. (II, III IIB 
IIR) 

INVENTORY OF STORES FOR RESALE-The value 
of goods held by an LEA for resale rather ;han for use 
in its own operations. (IIR) 



INVESTMENT BUILDING-A building that has been 



acquired by the school district for investment purposes 
mid is held to produce revenue for the support of 
schools. (Ill) 

INVESTMENT IN GENERAL FIXED ASSETS-An 
accost in the General Fixed Assets group of accounts 
which represents the LEA's equity in general fixed 
assets. The balance of this account is subdivided 
, according to the source of funds which financed the 
asset acquisition, such as. General Fund revenues, 
Special Revenue Fund revenues, etc. (IIR) 

INVESTMENTS-Securities and real estate held for the 
production of income in the form of interest, divi- 
dends, rentals, or lease payments. The account does 
not include fixed assets used in LEA operations (II 
IIMIB-IIR) 

INVESTMENTS (subject mMerl-See appendix o 
158. 9 4 ' 

INVOICE-An itemized list of merchandise purchased 
from a particular vendor. The list includes quantity, 
description, price, terms, date and th<* like. (IMIB, IIR) 

INVOLUNTARY SEPARATION-Scparation resulting 
from a decision made solely by the LEA after due 
process. (IV-IVR) 

ITEM OF INFORMATION (curriculum and instruc- 
tion)-A descriptive heading under which is recorded 
information about curriculum and instruction. (VI) 

ITEM OF INFORMATION (staff)~A descriptive head- 
ing under which staff information may be recorded. 
The item may be part of a record or parfcof a report, 
depending on the manner in which it is used. (IV) 

ITEM OF INFORMATION (students)-A descriptive 
heading under which is recorded information about 
students. (V, VR) 
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JANITOR-S<?e CUSTODIAN. 

ioB-ENTRY LEVEL OF EMPLOYMENT-A level of 
employment in which a person may be employed on 
the basis of his educatio* and training, without 
previous related work experience. (VR) 
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JOB SOURCE CLUSTER- rhose parts of the eco- 
nomic community which provide the larger part of 
community employment; usually identified by in- ! 
dustry groups. (Unpublished VIII) 

JOURNAL-The accounting record in which the details 
of financial transactions are first recorded. (II, IIMIB, 
I1R) 

JOURNAL ENTRY -See ENTRY. 

JOURNAL VOUCHER-A paper or form on which the 
financial transactions of the LEA are authorized and 
from which any or all transactions may be entered in 
the books. By means of the journal voucher, the 
budget may be put into operation and expenditures 
made to meet authorized obligations. Journal vouchers 
are also used to set up revolving funds and petty cash 
funds, and for authorizing all entries in the book- 
keeping system for which no othar authorizations, such 
as deposit slips, invoices, etc., are available. A form of 
journal voucher is a memorandum in the school board 
minutes. (II, III, IIR) 

JUDGMENT— An amount to be paid or collected by 
the LEA as the result of a court decision. (II, IIR) 

JUDGMENTS AGAINST THE LEA-Expenditures 
from current funds for all judgments (except as 
indicated) against the LEA that are not covered by 
liability insurance, but are of a type that might have 
been covered by insurance. Only amounts paid as the 
result of court decisions are recorded here. Judgments 
against the LEA resulting from failure to pay bills or 
debt service, are recorded under the appropriate 
expenditure accounts as though the bills or debt service 
had been paid when due. (IIR) 

JUDGMENTS PAYABLE-Amounts due to be paid by 
an LEA as the result of court decisions, including 
condemnation awards in payment for private property 
taken for public use. (IIR) 

JUDICIARY ACTIVITIES (State education agency)- 
Activities whereby the State education authority or the 
chief State school officer serves as a tribunal in holding 
hearings and rendering decisions regarding education- 
related controversies within the State. (VII) 

JUNIOR COLLEGE-A postsecondary institution 
which offers the first 2 years of college instruction, 
frequently confers an associate degree, and does not 



confer a bachelor's degree. The term "junior college " is 
often used interchangeably with the term "community 
college." (I, IMV, V-VI-VII, IIR, IVR) See also 
COMMUNITY/JUNIOR COLLEGE. 

JUNIOR h/gH SCHOOL-A separately organized and 
administered secondary school intermediate between 
the elementary and senior high schools, usually in- 
cluding grades 7, 8, and 9 (in a 6-3-3 plan) or grades 7 
and 8 (in a 6-24 plan). (I, II, IIHV-V-VUIR, 1VR-VR) 

JUNIOR ROTC (subject matter)-See appendix, p. 
281. 

JUuIOR-SENIOR HIGH SCHGOL-A secondary 
school organized on a junior-senior basis and adminis- 
tered under one head as one unit. This includes 
secondary schools organized on a 2-year junior and a 
* 4-year senior high school plan, a 3-year junior and 
3-year senior high school plan,«and any other plan 
based on a junior-senior organizatibn. (I, II, III, IV, V, 
VI, VII, IIR, IVR, VR) 

JUVENILE- An individual who is under the legal age 
at which persons are considered responsible adults. 
(Unpublished VIII) 

JUVENILE DELINQUENT- An offender against the 
laws of society who, because of his age, is not 
considered a criminal. While the term "juvenile delin- 
quent" often is applied to all youthful offenders tried 
in juvenile court, these children technically arc not 
legally delinquent until adjudged so by the court. (V, 
VI, VR) See also DELINQUENT BEHAVIOR. 



KINDERGARTEN-A group or class that is organized 
to provide educational experiences for children for the 
year immediately preceding the first grade. A kinder- 
garten class may be organized as a grade of an 
elementary school or as part of a separate kindergarten 
school. In some LEA's these groups may be called 
preprimary, junior primary, or primary. (I, II, HI-1V, 
V-VI-VII, IIR, IVR) 

KINDERGARTEN ROOM-A special instructional 
space designed, or provided with special built-in equip- 
ment, for use by a group or class that is o-g?,nized to 
provide educational experiences for children for the 



year or years preceding the first grade. (ULVl) See also 
SPECIAL CLASSROOM. 

KINDERGARTEN SCHOOL-An elementary school 
only for children in their kindergarten year. (IV, V) 
See also KINDERGARTEN and ELEMENTARY 
SCHOOL. 
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LABOR FORCE SHORTAGE-The number of workeis 
needed, in addition to current supply, in a particular 
industry group as reported by the local or State office 
of a State's division of employment security (or its 
equivalent). (Unpublished VIII) 

LABOR FORCE SURPLUS-Hie number of indi- 
viduals seeking work in a particular industry as 
reported by the local or State office of a State's 
division of employment security (or its equivalent) 
(Unpublished VIII) 

LABOR MARKET AREA-The area within which 
workers compete for jobs and employers compete for 
workers and for which labor market data are period- 
ically published by the U.S. Department of Labor 
(Unpublished VIII) 

LABOR TURNOVER-Aetual figures on estimates of 
the proportion of the labor force, in any one or all 
components of economic activity, which requires 
leplacement during a year. (Unpublished VIII) 

LABORATORY, MODEL, OR PRACTICE SCHOOL- 
An elementary or secondary school in which part or all 
of the teaching staff consists of cadet or student 
teachers and the control and operation of the school 
rests with an institution which prepares teachers (l-V 
VI, VR) ' V * 

LABORATORY ROOM-A special instructional space 
designed, or provided with special built-in equipment, 
for pupil participation in learning activities involving 
scientific or applied experimentation, e.g., a laboratory 
in one of the sciences, mathematics, languages, driver 
education, or practical or performing arts. (IH-VI) 

LABORER (assignment)- A grouping of manual assign- 
ments which generally require no special training. All 
laborers performing lifting, digging, mixing, loading, 
and pulling operations would be classified in this 



general job classification. Under the Laborer classifica- 
tion, the one fairly common specific activity assign- 
ment associated with an LEA is groundskeeping; other 
activity assignments may be added by the local 
administrator if needed by a particular LEA. (IV-IIR, 

LAND-A fixed asset account which reflects the 
acquisition value of land owned by an LEA. If land is 
purchased, this account includes the purchase price and 
costs such as legal fees, filling and excavation costs, and 
other associated improvement costs which are incurred 
to put|the land in condition for its intended use. If 
land i3 acquired by gift, the account reflects its 
appraised value at time of acquisition. (IIR) 

LAND ACQUISITION AND DEVELOPMENT SERV- 
ICES-Activities concerned with the initial acquisition 
of sites and improvements thereon. (IIR, IVR) 

LAND PARCEL MAPS (OR PROPERTY MAPS)- 
Maps showing the boundaries, size, and relative posi- 
tion of each land parcel (lot) in the community. 
(Unpublished VIII) 

LAND USE COMP ATIBI LITY- An assessment of the 
probabilities that two unlike and neighboring land uses 
can each function efficiently with no ill effects on the. 
other. (Unpublished VIII) 

LAND USE MAP-A graphic presentation of dominant 
land uses by activity groups, each with its assemblage 
of specific land uses. (Unpublished VIII) 

LANDSCAPING-The arrangement of the topography 
and plantings of a site for the best aesthetic effect in 
view of use to which the land is being put. It includes 
such work as preparing landscape plans; soil analysis; 
preparing the ground for planting; planting grass, 
shrubs, or trees; and general grading that is not 
specifically for outdoor service systems, play areas, 
fences and retaining walls, or construction of buildings. 

LANGUAGE HANDICAPPED-Individuals with mark- 
edly impaired language. (VR) See also LANGUAGE 
IMPAIRMENT. 

LANGUAGE IMPAIRMENT-A disability in verbal 
learning resulting in markedly impaired ability to 
acquire, use, and comprehend spoken and written 
language. Persons considered to have a language impair- 



ERLC 



-68- 



75 



ment as a primary disabling condition cxliibit a 
significant discrepancy between their intellectual level 
of functioning and their level of language performance. 
In some cases, there may also be present some degree 
of sensory or motor incapacity, mental retardation, 
emotional maladjustment, or environmental disad- 
vantage. (VR) 

LANGUAGE LABORATORY-A room equipped for 
language instruction in wluch tape recorders, pro- 
jectors, record players, and other devices are used 
singly or in combination. (VI) 

LANGUAGE SKILLS (subject matter)-See appendix, 
p, 173. 

LAY READERS-Persons, usually housewives who are 
college graduates, who are itot teachers but who read 
and help mark English compositions on a part-time 
basis under the supervision of a fully qualified class- 
room teacher. (VI) 

LEA-See LOCAL EDUCATION AGENCY. 

LEARNING COMMUNITY-A purposefully organized 
group of people working together to increase their 
knowledge, skills, and sensitivity. (Unpublished IX) 

LEARNING DISABLED-Individuals with specific 
learning disabilities. (VR) See also CHILDREN WITH 
SPECIFIC LEARNING DISABILITIES. 

LEARNING RESOURCES CENTER-See INSTRUC- 
TION AL MATERIALS CENTER. 

LEATHERWORKING (subject matter)-&?e appendix, 
p. 265. 

LEAVE-Any grant ot legitimate absence of the staff 
member from duty assignment that does not affect his 
employment status. (IV, IVR) 

LEDGER-A1I the accounts of a particular fund or all 
those detail accounts which support a particular 
General Ledger account. (II-JIB, IIR) See also GEN- 
ERAL LEDGER; APPROPRIATION LEDGER, and 
ALLOTMENT LEDGER. 

LEDGER, ALLOTMENTS ALLOTMENT LEDGER. 

LEDGER, APPROPRIATION-^ APPROPRIATION 
LEDGER. 



LEDGER, COST-See COST LEDGER. 

LEDGER, GENERA L-See GENERAL LEDGER. 

LEDGER, GENERAL PROPERTY-^ GEN£RAL 
PROPERTY LEDGER. 

LEDGER, REVENUE-See REVENUE LEDGER. 

LEDGER, SUBSIDIARY-^* SUBSIDIARY 
LEDGER. 

LEGAL ADULT-A person who has reached a speci- 
fied minimum legal age of adulthood, (VR) See also 
ADULT. 

LEGAL ASSIGNMENT-An assignment to a staff 
member (qualified to practice law) to perform such 
activities as conducting lawsuits, drawing up legal 
documents, and advising the LEA on legal rights. (IIR, 
IVR) 

•> 

LEGAL MINOR-A person who has not reached a 
specified minimum legal age of adulthood. (VR) 

LEGAL SERVICES-Activities pertaining to counsel- 
ing services provided to the board of eduration in 
regard to laws and statutes. (IVR) 

LENGTH OF TERM IN DAYS-The number of days 
school was actually in session during the year. Only 
days on which the school is open and the pupils are 
under the guidance ana direction of teachers in the 
teaching process should be considered as* days in 
session. On some days the school plant itself may be 
dosed and the student body as a whole engaged in 
school activities outside the school plant under the 
guidance and direction of teachers. Such days should 
be considered as days In sessiort. Days on which school 
is closed for such reasons *as holidays, teachers' 
institutes, and inclement weather should not be con- 
sidered as days in session. (This should be the length of 
term used for computing ADA and ADM.) (I) 

LESS-THAN-FULL-TIteE ASSIGNMENT- Assigned 
activities witlun an assignment classification which do 
not require all of the time of a full-time staff member 
to perform. (IV) See also STAFF ASSIGNMENT 
WORKLOAD. 

v LETTER OF CREDIT- A letter from a bank or agency 
asking that the holder of the letter be allowed to draw 
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a specified sum from other banks or agencies, to be 
charged to the account ot the writer of the letter. (VII) 

LEVEL OF PERFORMANCES predetermined level 
or stage of performance, or degree of proficiency, as 
designated by a school or school system. (VI) / 

LEVY-(verb) To impose taxes or special assessments, 
(noun) The total of taxes or special assessments 
imposed by a governmental unit. (II, IIR) 

LfABILITIE^-Debt or other legal obligations arising 
out of transactions in the past which are payable but 
not necessarily due. Encumbrances are not liabilities; 
they become liabilities when the services or materials 
for which the encumbrance was established have been 
rendered or received. (II, III, IIR, IVR) 

LIABILITY INSURANCE-Expenditures for insurance 
coverage of the LEA, or its officers, against losses 
resulting from judgments awarded against the system. 
Also recorded here are any expenditures (not judg- 
ments) made in lieu of liability insurance. (IIR, IVR) 

LIBERAL ARTS MATHEMATICS (subject matter)- 
See appendix, p. 000. 

LIBRARIAN -A staff member performing assigned 
professional library service activities. (IV) See also 
LIBRARIAN ASSIGNMENT. 

LIBRARIAN ASSIGNMENT-An assignment to a staff 
member to perform professional library service activi- 
ties such as ordering, cataloging, processing, and 
circulating books and other materials; planning the use 
of the library by teachers, pupils, and others, selecting 
books and materials, participating in faculty planning 
for the use of boob and materials, and guiding 
teachers, pupils, and others in Hu use of the library in 
schools or community service programs. (IV) 

LIBRARIAN/MEDIA ASSIGNMENT-An assignment 
to develop plans for and the use of teaching and 
learning resources, including equipment, content ma- 
terial, and services. (IIR, IVR) 

LIBRARY BOOKS-Books purchased for general use 
and not primarily for use in certain classes, grades, or 
other particular student groups. They include reference 
sets and dictionaries, but not textbooks and period- 
icals. (Ill, VII, IIR, IVR) 



LIBRARY BOOR^ PER PUPIL-Thc number of 
volumes of library books in the library(s)of a school or 
school system divided, by a pupil unit of measure. (VI) 

LIBRARY SERVICES STAFF PER 1,000STUDENTS 
IN AVERAGE DAILY ATTENDANCE-The nrimber 
representing the total full-time equivalency oj/library 
service staff assignments in a school or schoc/ system 
during a givemperiod of time, multiplied by |(,000 and 
divided by the average daily attendance ofWudents 
during this period. (VR) iL 

LICENSE-The legal document giving authorization 
from the State (or an agency or an organization 
authorized by the State) to perform certain specific 
services in the field of education. (Sometimes used 
synonymously with "certificate.") (VII, IVR) 

LIFE TABLE-A statistical table that presents the 
death rate and life expectancy of each of a series of 
age-sex categories of a particular population at a 
particular point in time. (Unpublished VIII) 

LIFELONG LEARNING-The process by which an 
adult continues to acquire, in a conscious manner, 
formal or informal education throughout his life span,' 
either to maintain and improve his vocational viability » 
or for his personal development. (Unpublished IX) 

LINE-ITEM STRUCTURE-A budgetary format 
wherein certain estimated receipts and expenditures 
appear on a given line and must be restricted to one 
specific purpose, such funds cannot be comingled with 
others, (VII) 

LINGUISTICS (subject matter)-5ec appendix, p. 1 74. 

LIQUIDATION-A reduction of encumbrances. (IIB) 

LITERATURE (subject matter)-&?e appendix, p. 176. 

LOANS-&* BOND; CURRENT LOAN; LONG-TERM 
LOAN; and SHORT-TERM } OAN. 

LOANS RECEIVABLE— Amounts which have been 
loaned to persons or organizations, including notes 
taken as security for such loans, where permitted by 
statutory authority. The account is usually carried only 
in the Trust and Agency Funds balance sheet. (IIR) 

LOCAL BASIC ADMINISTRATIVE UN IT- An ad- 
ministrative unit at the local level which exists 



9 

ERLC 



-70- 



primarily to operate public schools or to contract for 
public school services. Normally, taxes can be levied by 
such units for school purposes. These units may or may 
not be coterminous with county, city, or town 
boundaries. This term is used synonymously with the 
terms "school district," and 'local education agency." 
(I, II, IIMV,V-VI,VIL.VR) 

LOCAL EDUCATION AGENCY (LEA)- An educa- 
tional agency at the local level winch exists primarily 
to operate schools or to contract for educational 
services. Normally, taxes may be levied by such 
publicly operated agencies £or school purposes. These 
agencies may or may not be coterminous with county, 
city, or town boundaries. This term is used synony- 
mously with the terms "school district," "school 
system "and 'local basic administrative unit." (VI-IIR, 
IVR) See also LOCAL BASIC ADMINISTRATIVE 
UNIT. 

LOCAL SCHOOL DISTRICT-See LOCAL BASIC 
ADMINISTRATIVE UNIT. 

LOCATION-The address of the operational unit with- 
in the LEA to which an expenditure is to be charged. 
(VIMVR) 

LONG-TERM LOAN-A loan which extends for more 
than five year* from the date the loan was obtained 
and is not secured by aerial or ter,m borfds. (II, IIR) 

LOSSES OF PROPERTY-Property thK has been 
stolen, lust, destroyed, or damaged beyond repair. (Ill) 

p 

LUNCHROOM -See CAFETERI A 



MACHINE DATA PROCESSING-The use of machines 
and devices in the storing of individual items of 
information in a form by which they may be retrieved 
rapidly and accurately, processed, and reproduced as 
single-line items, as lists of items or desired combina- 
tions with other items. (VII, IIR, IVR) See also 
AUTOMATIC DATA PROCESSING. 

MACHINE PROGRAMER-A staff member per- 
forming the assigned activities of developing precise 
sequences of machine-coded instructions for data 
processing machines. (IV) 



MACHINERY -Movable equipment items composed of 
complex combinations of parts which tiansmit and 
modify force and motion so as to perform some 
desired kind of work, excluding vehicles. (Ill,* VII, 
IVR) « . 

MAINTENANCE AND OPERATION AREAS-Areas 
designed, or a Japted, for use in making repairs to a 
school plant and keeping it open and ready for use. 
They include such areas as furnace rooms, pump 
rooms, fan rooms, and other mechanical service areas; 
fuel storage rooms, custodiat quarters, receiving areas, 
building work or repair shops, custodial service closets, 
and other similar building service areas. (Ill) 

MAINTENANCE BUILDING- A building used pri- 
marily for housing personnel and equipment engaged in 
activities concerned with the repair and upkeep of 
grounds, buildings, and equipment, or with the manu- 
facture of equipment. This includes building facilities 
for carpenters, cabinet makers, machinists, mechanics, 
painters, plumbers, electricians, and groundskeepers. 
(Ill) 

* 

MAINTENANCE OF PLANT (PLANT REPAIRS AND 
REPAIR AND REPLACEMENT OF EQUIPMENT)- 

Those activities which are concerned with keeping the 
grounds, buildings, and equipment at their original 
condition of completeness or efficiency, either through 
repairs or by replacements of property (anything less 
than replacement of a total building). (MI, III, IV, IIR) 

MAINTENANCE PERSONNEL-Personnel on the 
school payroll who „are primarily engaged in the 
repairing and upkeep of grounds, buildings, and equip- 
ment. (I, II, HMV, IIR, IVR) 

MAINTENANCE WAREHOUSE-A building used pri- 
marily for housing personnel and equipment engaged in 
activities concerned with the repair and upkeep of 
grounds, buildings, and equipment, or with the manu- 
facture of equipment. This includes building facilities 
for carpenters, cabinet makers, machinists, mechanics, 
painters, plumbers, electricians, and groundskeepers. 
(IIR) 

MAJOR-A concentration of semester hours of college 
credit representing major specialization in a field of 
study. The number of college credits constituting a 
major is usually specified in State certification require- 
ments. (IV-VII, IVR) 
♦ 
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MAJOR FUNCTION (State education agency )-The six 
major functions are as follows: (1) General Manage- 
ment, (2) Planning, Research, Development, and Evalu- 
ation, (3) Consultative' Services, (4) Distribution of 
Resources, (5) Internal Services, and (6) Operation or 
Approval of Programs and Schools. (VII) See also 
FUNCTION. 

MAKESHIFT OR IMPROVISED INSTRUCTIONAL 
FACILITIES-Any facility or space*used for instruc- 
tion room purposes but not designed or specifically 
adapted fop such purposes. (I) 

MANA£EMENT-Those activities which have as their 
purpose the general direction, execution, and control 
ot the affairs of an agency or an organizational unit 
within the agency. (VII) See also ADMINISTRATION 
. and OFFICIAL/ADMINISTRATIVE. 

MANAGEMENT INFORMATION SERVICES-Activi- 
ties concerned, with the wriffng, editing, and other 
preparation necessary to disseminate to management 
(1) information needed about the operation of the 
LEA; and (2) information about the community, State, 
and nation, in order to make logical decisions. (IVR) . ' 

MANAGEMENT INFORMATION :SYSTEM-A net- 
work of communication channels (voice, digital, etc.) 
that acquires, retrieves, and redistributes data used in 
managing the educational process and in supporting the 
individual and collective decisionmaking process. (Vil- 
li R) 

MANUAL DEXTERITY TEST-An examination of a 
person's ability to move thehands easily and skillfully. 
Such a test may be used in the identification of 
'aptitudes for certain occupations. (VR) 

MANUFACTURING (subject matter)-S*> appendix, 
p. 203. ' 

MARINE CORPS JUNIOR ROTC (subject matter)- 
See appendix, p. 289. 

MARITIME OCCUPATIONS (subject matter^See ap- 
pendix, p. 261. 

MARK— A rating of achievement or academic progress 
assigned on the basis of some predetermined scale; e g 
letters (A, B, C, D, F), numbers (4, 3, 2, L 0), words or 
phrases (outstanding, satisfactory, , t Is improve- 
ment), and percentages. (V, VI) 



MARKETING (subject matter)-£ee appendix, p. 159. 

MARK-POINT AVERAGE-A measure of average per- 
formance in all courses taken by a student during a 
marking period, school term, or year-or accumulated 
for several* terms or years-obtained by dividing total 
mark points by total courses or by hours of instruction 
per week. (VI-VR) 

MARK-POINTS-The specific numerical equivalents 
for marks sometimes appearing in the records of 
specific students for use in determining student mark- 
point averages. (VR) See also MARK VALUE and 
MARK-POINT AVERAGE. 

MARK VALUE-The'scale of numerical equivalents for 
marks awarded, indicating performance in school work 
and used in determining student mark-point averages, 
e.g., A=4, B=3, C=2, D=l. The specific numerical 
equivalents in student records may be referred to as 
"mark points." (VI, VR) 

MASONING ASSrGNMENT-An assignment to per- 
form activities involved with working with stone, brick, 
concrete, artfficial stone, and the like in constructing, 
erecting, and repairing structures and fixtures. (II 
IVR) v ' 

MASTER PLAN (FOR A COMMUNITY)-A document 
prescribing a general pattern of land use and popula- 
tion distribution, major arteries of movement, and 
systems of physical facilities for an area. (Unpublished 
VIII) 

MASTER'S DEGREE-A graduate <?e^ree granted upon 
the completion of graduate work, usually the work of . 
one year beyond the bachelor's degree. (IVR) 

MATAI*NAME-In Samoa, the name of the head of the 
household or family which is different from the narne 
of the father. This name is assumed when a person 
takes oveDresponsibility for a famijy upon the death or 
disability of the father (or other provider). (VR) 

MATERIAL-Tangible resources, including both sup- 
plies and equipment. (VII) 
* 

MATERIALS SUPPORT OCCUPATIONS: TRANS- 
PORTING, STORING, AND RECORDING (subject " 
matter)-See appendix, p. 234. 



MATERNITY LEAVE-Leave, in addition to sick 
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leave, allowed a staff member before and after the 
birth of a child. (IV) 

MATHEMATICS (subject matter)-.** appendix, p. 
205. 

MATHEMATICS (7TH AND 8TH GRADE?) (subject 
matter)-See appendix, p. 207. 

MATRON- A female staff member performing assigned 
general housekeeping activities in the school plant. 
(IV) 

MATURED BONQS PAYABLE-Bonds which have 
reached or passed their maturity date but which remain 
unpaid. (HR) * ' , 

1 MATURED INTEREST PAYABLE-Interest on bonds 
which ha/reached the maturity date but which remains 
unpaid. (flR) „ 

t 

MAXIMUM CLASS SIZE-T^* membership of the 
largest class of a given type as ol a given.date. (VR) 

MEASURE— A unit of measurement to which reference 
may be made for purposes of descripticjii, comparison, 
and evaluation. Many measures are obtained by compu- 
tation involving one or rtiore items of information. (IV, 
V,VI, ivR,VR) 

* MECHANIC ASSIGNMENT- An assignment, to per- 
form activities involved with Inspecting, repairing, and 

-maintaining functional parts'of mechanical equipment 
and machinery. (UR, IVR) 

MECHANICAL AND ELECTRICAL SERVICE 
ROOM-Any room housing building furnaces, pumps, 
fans, ^generators, transformers, and similar mechanical 
and electrical service equipment. (Ill) 

MEDIAN-The number which splits a frequency distri- 
• bution into two equal parts, one above and one below * 
' the median. (Unpublished VIII) 

MEDIAN AGE OF STUDENTS-For a given group of 
' -students, the age that evenly divides the distribution of 

* - students when classified by age, i.e., the age so selected 

* that 50 percent of the students are older and 50 
percent are younger. (V, VI ; VR) 

MEDICAL ^LABORATORY TECHNOLOGY (subject 
matter)-See appendix, p. 185. 



MEDICAL SERVICES-Activities concerned with the 
physical and mental health of pupils, such as health 
appraisal, including screening for vision, communicable 
diseases, and hearing deficiencies; screening for psy- 
chiatric services; periodic health examinations; emer- 
gency injury and illness care; and communications with 
parents and medical officials. (IVR) 

MEMBERSHIP- [The number of pupils on the current 
roll of a class or school as of a given date.] A pupil is 
'a member of a class or school from the date he presents 
liimself at school and is placed on the current roll until 
he permanently leaves the class or school for one of 
the causes recognized as sufficient by the State. The 
date of permanent withdrawal should be the date on 
which it is officially known that the pupil has left 
school, ahd not necessarily the first day after the date 
of last attendance. Membership is obtained by adding 
the total original entries and the total reentries and 
subtracting the total withdrawals; it may also be 
obtained by adding the total number present and the 
total number absent. This term is also known as the 
number belonging. (I, II, IIMV, V-VI-VIMIR-IVR) 

MEMBERSHIP, AGGREGATE DAYS-See AGGRE- 
GATE DAYS MEMBERSHIP. 

MEMBERSHIP, AVERAGE DAILY-S<?<* AVERAGE 
DAILY MEMBERSHIP. 

MEMBERSHIP, DATE . OF WITHDRAWAL 
FROM-See DATE OF WITHDRAWAL FROM MEM- 
BERSHIf. 

MEMBERSHIP, DAY QVSee DAY OF MEMBER- 
SHIP. * 

MEMBERSHIP, PERCENTAGE IN-See PER- 
CENTAGE IN MEMBERSHIP, 

MEMBERSHIP IN SPECIAL GROUPINGS AND/OR 
SPECIAL SCHOOLS-The nu/nber of students on the 
current roll in special programs (e.g., in special classes, 
groups, or caseloads) and/or special schools as cT a 
given date. (V-VR) 

MEMBERSHIP INFORMATION-Information indi- 
cating the period of time the student's name is on the 
current roll of a class or school, regardless of his being 
present or absent. The membership of a class or school 
is the number of students on the current roll as of a 
given date. This may be obtained by a simple count or 
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by adding the total number present and the total 
number absent. 

A student is a member of a class or school from the 
date he enters until his name is withdrawn from the 
rolls. During this period, the student is 'either present 
or absent on each day (or half day) during which 
school is in session. The date of withdrawal from 
membership is the first day after the date of last 
attendance, if known; otherwise, the date of with- 
drawal is considered to be the date on which it 
becomes known officially that the student left. Mem- 
bership usually is terminated after excessive con- 
secutive days of absence other than for long illness, or 
upon the completion of schoolwork, transferring to 
another school, discontinuance of school, or death. 
(VR) 

MEMBERSHIP STATUS, ACTIVE-fte ACTIVE 
MEMBERSHIP STATUS. 

MEMORANDUM ACCOUNTING-An informal record 
ot an LEA transaction that cannot be recorded under 
the regular financial accounts but for which a record is 
desired. (II-VII-IIR, IVR) 

MENTAL ABILITY (INTELLIGENCE) TEST-An ex- 
amination of a person's general ability to make 
successful and rapid adaptation to' new situations and 
to learn from experience. (VR) 

MENTAL DISABJLITY-A deficiency in mental abUity 
which limits or prevents successful participation in the 
educational program of the school system. (V) 

MENTAL HANDICAP-An impairment in learning 
potential that adversely affects the performance of an 
individual. (V, VI) See also MENTALLY RETARDED. 

MENTAL HEALTH TECHNOLOGY (subject matter)- 
See appendix, p. 188^. 

MENTALLY DEFICIENT-See MENTALLY RE- 
TARDED. 

MENTALLY GIFTED-Individuals whose potential is 
so high or whose level of mental development is so far 
advanced that they have been identified by profes- 
sionally qualified personnel as needing actional edu- 
cational opportunities beyond what is provided by the 
usual school program if they are to be educated to the 
level of their ability. (V-VR) 



MENTALLY HANDICAPPED-Individuals having a 
mental handicap. (V) See also MENTAL HANDICAP; 

MENTALLY RETARDED- Individuals identified by 
professionally quajified personnel as being mentally 
retarded, according to degree of retardation. This 
includes those individuals whose level of mental de- 
velopment is such that they* have been identified as 
unable, without special help, "to profit from the usual 
school program. Children in this category are classified 
educationally as educable mentally retarded, trainable 
mentally retarded, and severely mentally retarded. 
(V-yi-VR) 

MESSENGER ASSIGNMENT-An assignment to de- 
liver messages, documents, packages, and other items 
to offices -or departments within or outside the LEA 
GV, IIR, IVR) 

METALLURGY OCCUPATIONS (subject matter)-&e 
appendix, p. 262. 

METALS (subject matter)~See appendix, p. 203. 

METALWORKING OCCUPATIONS (subject matter)- 
See appendix, p. 261. 

MIDDLE/JUNIOR HIGH PROGRAMS-Lcarning ex- 
periences concerned with the knowledge, skills, ap- 
preciations, attitudes, and behavioral characteristics 
which are considered to be needed by all pupils in 
terms of understanding themselves and their relation- 
ships with society and various career clusters and which 
normally may be achieved during the middle/junior 
high school years as defined by applicable State laws 
and regulations. (IIR, IVR) 

MIDDLE/JUNIOR HIGH SCHOOL-A term describing 
a school organization between an elementary school and 
a high school. This term is used for budget purposes, 
usually, when middle and junior h^schools need to be 
grouped for planning. Any other type organization by 
any other name, falling between tjje elementary and 
high schools,tfhould be included. (IIR, IVR) 

MIDDLE SCHOOL-A separately organized and ad- 
ministered school usually beginning with grade 5 or 6, 
with a program designed specifically for the early 
adolescent learner. Most middle schools presume, in 
ultimate plan if not in present reality, a 4-year high 
school for the grade or grades which follosV, as in a 
44-4 plan or a 5-34 plan. (VI-VII-IIR, IVR-VR) 
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MIGRANT AGRICULTURAL WORKER-&* MI- 
GRATORY AGRICU LTURAL WORKER. 

.MIGRANT CHILDREN-St* MIGRATORY CHIL- 
DREN. 

MIGRANT EDUCATION-A program of instruction 
and services for those children who move periodically 
with their families from one school district to another 
in order that a parent or other member of the . 
immediate family may secure seasonal employment. 
(VII, IVR) 

MIGRANT WORKER-tte MIGRATORY WORKER. 

MIGRATORY AGRICULTURAL WORKER-An indi- 
vidual whose primary employment is in one or more 
agricultural activities on a seasonal or other temporary 
basis and who establishes a temporary residence, with 
or without his family, for the purpose of such 
employment. (V-VR) See also AGRICULTURAL 
ACTIVITIES. 

MIGRATORY CHILDREN-Children whose parents 
are migratory workers, and who accompany their 
parents from one temporary residence to another. For 
school purposes, the term refers to such cliildren 
within the age limits for which the local school district 
provides free public education. (V-VI-VR) See also 
MIGRATORY AGRICULTURAL WORKER. 

MIGRATORY CHILDREN OF MIGRATORY AGRI- 
CULTURAL WORKERS-Children accompanying a 
parent whose primary employment is in one or more 
agricultural activities on a seasonal or other temporary 
bas^ and who establishes a temporary residence for the 
purposes; of such employment. For school purposes, 
the term refers to such children within the age limits 
for which the local school district provides free public 
education. Regulations of some States require that 
such children should be identified according to. 
whether their parents are American citizens or alipns. 
(VR) 

MIGRATORY WORKER-An individual whose pri- 
mary employment is on a seasonal or other temporary 
b'lsib and who establishes a temporary residence, with 
or without his family, for the purpose of such 
employment. (V, VI-VR) See also MIGRATORY 
AGRICULTURAL WORKER. 

MILITARY LEAVE-Leave, without loss of tenure, 



allowed a staff member while in the armed forces. (IV, 
IVR) . 

MILITARY SERVICE STATUS-Hie nature of pre- 
vious and current service ot the staff member in the 
armed forces, including type of discharge or separation, 
dates^of active service, veteran's privileges, and current 
military status, if any. (IV, IVR) 

MINIMUM PATH STREET PATTERNS-The determi- 
nation of that route wluch will minimize the total 
distance to be covered in the redistribution of a group 
(as of students) from the point of origin (the school) to 
the set of residences which are the destinations of the 
members of the group. (Unpublished VIII) 

MINIMUM PERMISSIBLE CLASS SIZE-Thc smallest 
number of students to be assigned to a class of a given 
type, below which the class may be cancelled. (VR) 

MINOR-A concentration of semester hours or quarter 
hours of college credit earned and representing speciali- 
zation (but not major specialization) in a field of 
study. The number of u 4, egc credits constituting a 
minor is usually specified in State certification require- 
ments. (IV-VII, IVR) 

\ 

MINOR CIVIL DIVISION — A political or adminis- 
trative subdivision set up by the State, and including a 
variety of types (such as county, town, township, 
election district) used by the Bureau of the.CcnsuS for 
presentation of statistics. (Unpublished VIII) 

MINORITY GROUP-Any recognizable racial, re- 
ligious, or ethnic group in a community that suffers 
some disadvantage due to prejudice or discrimination. 
This term, as commonly used, is not a technical terni, 
" and indeed it is often used to refer to categories of 
people rather than groups, and sometimes to majorities 
rather than minorities. For example, though women 
arc ncithe a group (but rather a social category) nor a 
minorit), »ome writers call them a minority fcroup 
because supposedly a male-oriented society discrimi- 
nates against women. On the other hand, a group 
which is privileged or not discriminated against but 
which is a numerical minority would rarely be called a 
minority group. Thus, as the term is often used, a 
minority group need be neitl..» a minority nor a group, 
so long as it refers to a category of people who can be 
identified by a sizable segment of the population as 
objects for prejudice or discrimination. (Unpublished 
VIII) 



MIXED CONSTRUCTION-A building with one or 
more actions of one type of construction* and one or 
more sections (as additions) of another type of 
construction. (Ill) See also COMBUSTIBLE BUILD- 
ING; FIRE-RESISTIVE BUILDING; and SEMI-FIRE- 
RESISTIVE BUILDING. 

MOBILE CLASSROOMS vehicle which serves as a 
classroom' and Viiclr may be moved readily at any 
time. (Ill, Vl)See\ilso VEHICLE. 

MODEL-A representation made to be copied, fol- 
lowed, or mutated because of its feasibility, excellence 
>r worth. (VI-VII, IVR) 

MODEL SCHOOL-**? LABORATORY. MODEL, or 
'PRACTICE SCHOOL. 

MODERATELY MENTALLY RETARDED-S^EDU- 
CABLE MENTALLY RETARDED. 

MODERN FOREIGN LANGUAGES (subject matter)- 
Stv appendix, p. 182. / 

MODERNIZATION OF A BUILDING-The changing 
of the design, fixtures, fittings, furn^hings, appearance, 
and service systems of a building in order to bring it up 
to a contemporary state consistent withjhe needs of 
changing educational programs (III) 

MONITORING ASSIGNMENT— An assignment to per- 
form such activities as helping to keept order on buses 
jnd playgrounds and in lunchrooms, and taking at- 
ttndui'.ce. Tins assignment would include traffic guards 
for loading buses. (IIR, IVR) 

MONITORING SERVICES-A set of procedures and 
programs for a computerized information system that 
ire fcsigned to check recorded or transmitted signals in 
the process of inputting or retrieving information from 
data files. (IVR) ' 

MONITORING SYSTEM- A set of procedures and pro- 
grams tor a computerized information system that are 
designed to check recorded ottransmitted signals in the 
pro-ess of inputting or retrieving information from data 
files. (VR) 



MOTORIC SKILLS Ubject matter)-^ appendix p 



MOVABLE EQUTPMENT-Equipment *St is trans- 



portable from one location to another without ap- 
preciable damage or change to the location from which 
it is removed or to the location where it is installed 
(III. VI) . * 

MULTIGRADE CLASS- A class composed of pupils in 
2 or more grades and having no particular differences 
in learning experiences due to grade standing of pupils, 
e.g.,'! secondary school general science class for 
^.eshmen and sophomores. (VI) See also MULTI- 
GRADED CLASS and UNGRADED CLASS. 

MULTTGRADED/CLASS-A class i-iudingmore than 
one grade and in which pupils may be identified by 
grade level, e.g., the jingle class of a one-teacher school 
or one-room elementary school. (VI) See als>. MULTI- 
GRADE CLASS and UNGRADED CLASS. 

MULTIHANDICAPPED- Having more than one handi- 
capping condition. (V-VR) 

MULTIPLE-CAR RANGE-A special off-street facility 
for in-car laboratory instruction wtiere several auto- 
mobiles may oper? e simultaneously under the direc- 
tion of one or more teachers positioned outside the 
vehicles. (VI) 

MULTIPLE EXCEPTIONAL-Individuals identified as 
possessing more than one type of exceptionality (V) 
See also TYPE OF EXCEPTIONALITY. . 

MULTIPLE HANDICAPPED-See MULTIHANDI- 
CAPPED. 

MULTIPURPOSE ROOM-An instructional'space de- 
signed, or adapted, specifically for two or more of the 
combined functions that might normally fc i served by a 
separate library, separate audiovisual room, separate 
auditorium, separate gymnasium, separate gymatonum, 
separate cafetorium, c!* separate cafeteria, such as 
assembles, physical education, lunch; music, clubs, 
audiovisual work, and library services. Separate gymna- 
toriums and cafetoriums are not classified as multi- 
pumose rooms. (Ill- VI) 

MUNICIPAL STREETS- All roads legally classed as 
municipal property and* maintained by the munici- 
pality. Construction costs are financed by the munici- 
pality and with funds from the countyand State under 
various funding and rebate programs. (Unpublished 

MUSIC (subject matter)~oV<? appendix, p. 222. 
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MUSIC (GENERAL EDUCATION) (subject matter)- 
See appendix, p. 222. 

MUSIC LITERATURE AND/OR HISTORY) (subject 
matter)~&v appendix p. 222, 

MUSIC ROOM-A special instructional >paee designed, 
or provided with special built-in equipment, tor learn- 
ing activities involving choral and instrumental music. 
illl-Vl) See also SPECIAL CLASSROOM, 

MUSIC THEORY (subject matter)-S<# appendix, p. 



-N- 

NATIONAL SCHOOL LUNCH PROGRAM- A pro* 
gram whereby the Secretary ot Agriculture assists State 
education agencies through grants-in-aid and other 
means to establish, maintain, operate, and expand 
school lunch programs in all schools making applica- 
tion kr assistance and agreeing to operate a nonprofit 
lunch program in accordance with regulations of the 
National School Lunch Act, as amended. (VR) 

NATURAL SCIENCES (subject matter)-See ap- 
pendix, p. 224. 

NAVY JUNIO*. ROTC (subject matter)~See ap- 
pendix, p 



NEGLECTED CHILD- As defined tor Federal com- 
pensatory education programs, a child residing in a 
public or private nonprofit residential institution 
(other than a foster home) which has assumed or been 
granted custodial responsibility for the child pursuant 
to State law, became of the abandonment or neglect 
by, or death of, parents oi persons acting in the place 
of parents. iVR) See also INSTITUTION FOR NEG- 
LECTED CHILDREN. 

NEGOTIATING ASSIGNMENT Yn assignment to 
perform such activities as resolving labor/management 
problems and helping to settle disputes and effect 
compromises. This assignment would mleude repre- 
sentatives of either management or labor (e.g.. shop 
stewards). (IIR. IVR) 

NEIGHBORHOODS small tentorial unit, usually a 
subdivision of a larger tuinniuinty, in which there is 
some sense oi !<*cii unity or identity. (Unpubl&hed 
VIII) 



NEIGHBORHOOD AGENCIES AND A5S0CIA- 
TIONS-An organized group from a local area charac- 
terized by general community interests anci whose 
purpose it is to solve problems of the neighborhood 
(Unpublished VIII) 

NEIGHBORHOOD SCHOOL-A school within -easy 
walking distance of the pupils 1 homes. (VI) 

NET EXPENDITURE-The actual outlay of money by 
the LEA for some service or object after the deduction 
of any discounts, rebates, reimbursements, or revenue 
produced by theservice or activity. (II, IIR) 

NET INCOME -The balance remaining to the LEA 
after deducting from the gross revenue for a given 
penod all operating expense and income deductions 
during the same period. (IIR) See also REVENUE. 

NET MIGRATION-The algebraic sum of in-migrdtion 
and out-migration for a given county. (Unpublished 
VIII) / 

NEUROLOGICAL HANDICAP-A condition of the 
central nervous system which may result in disabilities 
such as post encephalitis and post meningitis. (VR)See 
also ORTHOPEDICALLY HANDICAPPED; OTHER 
HEALTH IMPAIRED; and CHILDREN WITH SPE- 
CIFIC LEARNING DISABILITIES. 

NO YEAR LEVEL-In college, a designation for a 
student who previously Jtas earned a degree or who is 
not enrolled in a degree program (VR) 

NONCATEGORICAL-A term usually applied to reve- 
nue and meaning revenue from any or all sources which 
is not identifiable with specific expenditures, i.e., it is 
general fund revenue which loses its identity as it is 
expended for objects relating to many Service Areas, 
(IIR) 

NONCONFORMING LAND USES- Land uses which 
do not accord with the provisions of a zoning 
ordinance. Most such nonconforming uses result from 
the continuation of a use instituted prior to the 
adoption of the zoning ordinance (Unpublished VIIl) 

NONCOURSE ACTIVITIES-^* COCURRICULAR 
ACTIVITIES. 

NONCREDIT COURSE-A course forwhich students 
do not receive credit applicable toward graduation or 
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completion of j program of studies. (V-VI VII IVR 
\R) 

NONEDUCATIONAL INSTITUTION- A hospital, san- 
atonum, convalescent home, mental health clinic, 
orphanage, corrective institution, or other institution 
whose primary function is other than 1)12 operation of 
schools. (V, VR) 

NON-ENGLISH- A* language other than English or an 
English dialect, such as Arabic, Chinese, Cz^ch, Danish, 
French, German, Greek, Hawaiian, Hebrew, Italian, 
Japanese, Norwegian, Polish, Portuguese, Russian,' 
Spanish, Swedish, Yiddish, and a Native AiAerican 
Indian tribal language. (VR) 

NON-ENLISH SPEAKING-A term referring to pupils 
who do not speak English or who do not hear English 
spoken in their residence. (VMVR) 

NONGOVERNMENTAL AGENCY-An instrumental- 
it> which is not under the authority of any govern- 
mental unit. (VII) 

NONGRADED CLASSY UNGRADED CLASS. 

NONGRADED SCHOOLS UNGRADED _HOOL. 

'NONINSTRUCTIONAL EQUIPMENT-Equipmcnt 
thijt is not used* by pupils and instructioriai^staff in the 
instructional program. (Ill) 



NONPROFESSIONAL- A position which does not 
require extensive training (or a bachelor's degree) and 
which is not considered as professional under the laws 
and regulations established by the State. Examples are 
school lunch workers, school bus drivers, and cus- 
todians. (VII) 

NONPROFESSIONAL PERSONNEL-Those personnel 
engaged in activities which are not considered to be 
professional in nature. (VII) See also PROFESSIONAL 
and NONPROFESSIONAL. 

NONPROMOTION-The retaining of a pupil Ir , his 
current grade at the end of the regular jfchool term or" 
at^ another time when most pupils are promoted. (V, 

NONPUBLIC JUNIOR COLLEGE~An independent or 
churdKelateti junior college not supported by public 
funds. (I I R) See also JUNIOR COLLEGE. 



NONPUBLIC OWNERSHIP-Proprietorship by a non- 
governmental agency. (VII) 

NONPUBLIC SCHOOL-Ste PRIVATE OR NON- 
PUBLIC SCHOOL. 

NONPUBLIC SCHOOL PUPIL SERVICES-Services to 
pupils attending a school established by an agency 
other than the State, subdivision of the State, or the 
Federal Government, which usually is supported pri- 
marily by other than public funds. Hie services consist 
of activities such as those concerned with providing 
instructional services, attendance and social work 
services, health services, and transportation services for 
nonpublic school pupils. (IVR) 

NONPUBUCLY-OWNED PROPERTY-Any property ' 
used by the school district that is not publicly owned. 
(Ill) See also PUBLICLY-OWNED PROPERTY. 

NONRESIDENT STUDEN^A s\udent whose legal 
residence is outside the geographic area served 'by a 
specified school, LEA, or institution. (HR, IVR) See 
also RESIDENT STUDENT. 

NONRESIDENT STUDENT OF ADMINISTRATIVE 
UNIT (OR SCHOOL DISTRICT)-A student who 
resides outside the administrative unit (or school 
district). (V, VR) 

NONRESIDENT STUDENT* OF ATTENDANCE 
AREA-A student who resides outside the geographic 
area normally served by the school he attends. (V, VR) 
See also SCHOOL ATTENDANCE AREA. 

NONREVENUE RE. UPTS- Amounts received wliich 
either incur an obligation that must be met at some 
future date or change the* form of an asset from 
property to cash and therefore decrease the. amount 
and value of school property. Money received from 
loans, sale of bonds, sale of property purchased from 
capital funds, and proceeds from insurance adjustments 
constitute most of the nonrevenue icceipts. (MI) 

NONSCHOOL ACTIVITIES-Activities which are 
neither sponsored by the school nor under the " 
guidance or supervision of staff members, but are 
considered significant in terms of permanent records 
about pupils. (V) 

NONSCHOOL EMPLOYMENT-EmpJoyment which is 
not associated with a school system. (IV) 
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NONSCHOOL PERFORMANCE INFORMATION-In- . 
formation about employment of the student and other 
activities^ performed outside the school, whether per* 
formed during school terms or duringvacations (VR) 

NONSERVED CHILD-A handicappeu child of compul- 
sory school attendance age who isnot attending school 
because there is no program that me$ts his special edu« 
cational need. Q/R)Seealso EXEMPTED CHILD. 

NONSTANDARD ENGLISH-See ENGLISH (SOCIO- 
CULTURAL DIALECT). 

NONTUITION STUDENT- A student usuall> a resi 
dent of the geographic area served by a specified 
" school, school system, or institution -for whom no 
tuition is paid. (V-VR) 

NORM-(l) A standard of performance; (2) the level of 
achievement or performance of the modal group of a 
population. (Unpublished IX) 

NORM-REFERENCED TEST An examination for 
which an individual's score indicates the relationship of 
the individual's performance to that of a specified 
norm group. (VR) See als, CRITERION-REFERENC- 
ED TEST. 

NORMAL CAPACITY-The number of pupils an 
be accommodated in the instruction rooms of a t -nn 
plant for the school day according to existing State 
standards, exclusive of multiple sessions. (I) 

NUMBER BELONGING-^ MEMBERSHIP. 

NUMBER OF UBRARI AN/MEDIA ASSIGNMENTS 
PCR 1,000 STUDENTS IN AVERAGE DAILY AT- 
TENDANCE -The. number representing the total full* 
Ume equivalent of librarian/media assignments in a 
bchuul system Junng a given period of time, multiplied 
by I, GOO and divided by the average daily attendance 
of students during this period. (VR) 

NUMBER OF LIBRARIAN/MEDIA ASSIGNMfNTS 
PER 1,000 STUDENTS IN AVERAGE DAILY ME * 
BERSHIP-The numbei representing the total full-tune 
^equivalency of librarian/media assignments in a school 
system during a given period of time, multiplied by 
1 ,000 and divided by the average daily membership of 
students during this period. (VR) 

'NUMBER OF MILES OF BUS TRAVEL-The total 
number oi miles traveled daily by all vehicles used in 
transporting pupils while loaded with one or more 
pupils. Included are the total number of recognized 



miles traveled by passenger cars, station wagons, and 
other small vehicles. (Unpublished VIII) 

NUMBER OF STUDENTS ADVANCED AT AN AC- 
CELERATED RATE-The number of students whose 
progress is more rapid than the usual practice. This 
may involve "double promotions" (two grades' pro- 
gress in one year) or some other arrangement for 
prombting students at a rate more rapid than one grade 
per year. (VR) 

NUMBER OF STUDENTS COMPLETING A GIVEN 
COURSE-Tbe number of students in a graduation 
group, including discontinues or dropouts, who com 
pleted a given course dunng the- years in a given 
school or school system. (VR) 

NUMBER OF STUDENTS TAKING A GIVEN 
COURSF-The number of students who, during a given 
reporting period (e.g., a given regular school term) are 
enrolle JJn a given course. (VR) 

NUMBER OF STUDENTS TRANSPORTED TO AND 
FROM SCHOOL AT PUBLIC EXPENSE-See AVER- 
AGE DAILY MEMBERSHIP OF STUDENTS /and 
AVERAGE NUMBER OF STUDENTS TRANS- 
PORTED. 

NUMBER OF STUDENT* WHOSE FAMILIES FALL 
WITHIN THE U.S. DEPARTMENT OF AGRICUL- 
TURE'S INCOME POVERTY GUIDELINES-The 
number of students whose applications have been 
approved by the school (within th* prescribed limits of 
State-established income standards) for participating 
without charge or at a reduced charge in national 
school breakfast and/or Jype A lunch programs. (VR) 

NURSE-A staff member who is licensed to practice 
nursing, and who is providing nursing services within 
the school system. (IV) 

NURSE ASSIGNMENT-An assignment to a staff 
member who is a qualified nurse to perform the 
activities of professional or practical nursing, (IV) See 
alio REGISTERED NURSING ASSIGNMENT and 
PRACTICAL NURSING ASSIGNMENT. 

NURSE SERVICES-Nursing activities which are not in- 
struction, such as health inspection, treatment of minor 
injuries,and referrals for other health services. (IVR) 

NURSERY-A beginning group or class that is organ- 
ized to provide educational expc :es ior children 
during the year or years preceding ' kindergarten. A 
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nursery class may be organized as a grade of an 
elementary school or as a part of a separate nursery 
school. (IV, V) See also ELEMENTARY SCHOOL- 
NURSERY SCHOOL; and PRESCHOOL PROGRAM. 

NURSERY SCHOOL-A separately organized and ad- 
ministered elementary school for groups of children 
during the year or years preceding kindergarten, which 
provides educational experiences under the direction of 
professionally qualified teachers. (I, II, III-V-VT IIR 
IVR) , ' ' 

NURSERYMAN-A staff member performing the as- 
signed technical activities of caring for and propagating 
trees and shrubs for planting on school sites or school 
system owned farmland. (IV) 

NURSE-TEACHER- A staff member performing as- 
signed teaching activities requiring the technical edu- 
cation and training necessary to qualify the staff 
member as a nurse as well as a teacher. (IV) See also 
TEACHING ASSIGNMENT. 

NURSING (subject inatter-£ee appendix, p 1 85. 

NUTRITIONIST- A staff member performing assigned 
technical activities in connexion with determining 
nutritive value of food; measuring vitamin content of 
foods; measuring amount of proteins, carbohydrates, 
and minerals in foods; raid computing caloric value of 
foods for diet charts. (IV) See also DIETITIAN/ 
NUTRITIONIST ASSIGNMENT. 
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OBJFCT~The commodity or service obtained from a 
specific expenditure. (VII, HR, IVR) 

OBJECT (State education agency)- The commodity or 
service obtained from a specific expenditure. This term 
also includes the following: 

(1) Grants and subsidies- tliis term dues not repre- 
sent a true object in the *ense of denoting goods 
*r services purchased. It is included here to 
allow for identif>ing those resources distributed 
to other agencies via the State education 
agency. This procedure prevents the distortion 
of the operating cosU of the agency . 

(2) Transfers-This term does not represent a true 
object in "le sense of dent ting goods or semces 



purchased. It is included here to identify money 
taken from one fund of the agency and added 
to another fund of the agency. Such interfund 
transfers are neither receipts nor expenditures 
of the agency. (VII) 

OBJECT CLASSIFICATION-A category of goods or 
services purchased. (II, IIR) 

OBLIGATIONS-Amounts which the LEA will be 
required to meet out of its resources, including both 
liabilities and encumbrances. (II, VII, IIR) 

OBSOLESCENCE-The decrease in the value of fixed 
assets due to curricular, program, economic, social, 
technical, or legal changes. (HI) 

OCCUPATIONAL CLUSTER-A grouping of occupa- 
tions which possess a number of common features, 
such as types of equipment ^used, objectives, or 
processes, but not necessarily requiring total uniform- 
ity. (Unpublished IX) 

OCCUPATIONAL FIELD-A group of recognized oc- 
cupations having many similarities, including the fol- 
lowing characteristics in common: the type of work 
performed; the basic aptitudes, and the acquired 
knowledge and training required; the tools, machines, 
instruments, and other equipment used; and the basic 
materials used. (VI) 

OCCUPATIONAL PROGRAM-A secondary school, 
junior college, or adult/continuing education program 
of studies designed primarily to prepare student for 
immediate (i.e., job-entry level) employment or up. 
grading in an occupation or cluster of occupations. 
(V-IVR-VR) See also JOB-ENTRY LEVEL OF EM- 
PLOYMENT. 

OCULIST-5*? OPHTHALMOLOGIST. 

OFFICE/CLERICAL-A grouping of assignments to 
perform the activities of preparing, transferring, 
transcribing, s>stematizing, oi preserving communica- 
tions, records, and transactions, regardless^of the level 
of skills required, where the activities are predominant- 
ly nonmanual.(IIR, IVR) 

OFFICE OCCUPATIONS (Subject matter)-^ ap- 
pendix, p. 230. 
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OFFICE OF THE PRINCIPAL SERVICES-Those 
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activities concerned with directing and managing the 
operation of a particular school. This data element 
includes the activities performed by the principal, 
assistant principals, and other assistants in general 
supervision of all operations of the school, evaluation 
of the staff members of the school, assignment of 
duties to staff members, supervision and maintenance 
of the school r ^fds, and coordination of school 
instructional activities with instructional activities of 
the LEA. Clerical staff for these activities are included 
here. (IVR) 

OFFICE OF IKE SUPERINTENDENT SERVICES- 
Activities performed by the superintendent and such 
assistants as deputy, associate, and assistant superin- 
tendents, in the general direction and management of 
all affairs of the LEA. This data element includes ail 
personnel and materials in the office of the chief 
executive officer. (IVR) 

OFFICE PRACTICE (subject mptterj-See appendix, 
p. 159. 

OFFICE-RELATED TECHNOLOGY (subject mat- 
ter)-^ appendix p. 251 . 

OFFICE WORK EXPERIENCE (subject matter)-5ee 
appendix p. 155. 

OFFICIAL-The elected or appointed member of a 
board of education or governing body of an LEA. 
(IVR) 

OFFICIAL/ADMINISTRATIVE- A grouping of assign- 
ments comprising the various skill levels required to 
perform management activities, such as developing 
broad policies tor the LEA and executing these policies 
through direction of staff members at all levels of the 
LEA. Those activities performed directly for policy- 
makers are also included here. The "Official/Adminis- 
trative" classification does not preclude "Professional- 
Educational^ or "Professional-Other" status. (IIR, 
IVR) 

OMBUDSMAN ASSIGNMENT— An assignment to re- 
ceive ar^ nvestigate complaint* made by individuals 
against .ic&ed abuses or caprscuus acts of administra- 
tive LB A officials. (The ombudsman usually works for 
the board of education in a quasi-official status. (IIR, 
IVR) 

ON-THE-JOB SUPERVISION-Supervision of the work 
O 
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portion of a course in a work-study program, at the pu- 
pil's place of employment, by a supervisor not employed 
by the school. (VI) 

ON-THE-JOB TRAINING-A program of instruction 
provided to an employed worker by the employer 
during the normal working hours of the occupation 
(VI) 

ONE-TEACHER SCHOOL-A school in which one 
teacher is employed to teach all grades authorized in 
the school, regardless of the number of rooms in the 
building. There are two classifications of one-teacher 
schools used in Handbook I: (a) those with four or less 
grades v and (b) those with five or more grades. During 
some years, there may be grades in which no pupils are 
enrolled. (I-VI) 

OPEN-ENDED PROGRAM-A program of instruction 
at the postsecondary instructional level, of an occupa- 
tional or terminal nature designed, often in coopera- 
tion with one or more 4*year colleges or universities, so 
that credits earned may be applicable, at least in part, 
toward the bachelor's degree. (V) 

OPERATION AND MAINTENANCE OF PLANT 
SERVICES-Activities concerned with keeping the 
physical plant open, comfortable, and safe for use, and 
keeping the grounds, buildings, and equipment in an 
effective working condition and state of repair. Activi- 
ties which maintain safety in buildings, on the grounds, 
and in the vicinity of schools would be included here. 
(I, II, IIMV-IVR) 

OPERATIONAL PERSONNEL-Staff members who 
are assigned activities of keeping the physical plant 
open and ready for use. Included are personnel engaged 
in cleaning, disinfecting, heating, moving furniture, 
caring for grounds, operating telephone switchboard, 
and other such work except repairing, which is 
repeated somewhat regularly: daily, weekly, monthly, 
or seasonally. (I, II, III-IV) 

OPERATIONAL UNIT-A separately budgeted sub- 
division of an LEA established to carry out a major 
objective or group of objectives, such as a school, the 
transportation unit, or the athletic department. (IIR, 
IVR) 

OPERATIONS SERVICES (statistics)-Activities con- 
cerned with scheduling, maintaining, and producing 
data. These activities include operating business 
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machines and thta processing machines. (IIR, 
IVR) 

OPERATCVE-A grouping of manual assignments re- 
quiring an intermediate skill level (which can be 
mastered in a few weeks through limited training) 
necessary to perform machine operating activities. 
(HR, IVR) , 

OPHTHALMIC (subject matter)-Ste appendix p. 187. 

OPHTHALMOLOGIST- A staff member who is a 
licensed phy«cian providing specialized services within 
the school system in the care of the eye and its related 
structures. (IV) 

OPHTHALMOLOGIST ASSIGNMENT- An assignment 
to a staff member who is licensed as a physician and 
certified as an ophthalmologist to provide specialized^ 
services in the care of the eye and its related structures 
(IIR, IVR) 

OPTOMETRIST-A staff member who is a nonmedical 
practitioner licensed to treat optical and muscle defects 
of the eye without the use of drugs or surgery, and 
who is providing such services within the school 
system. (IV) 

OPTOMETRIST ASSIGNMENT- An assignment to a 
staff member who is a licensed optometrist to treat 
optical and muscle defects of the eye without the use 
of drugs or surgery. (IVR) 

ORDERED PROFILE-A graphic (or line) diagram 
sequentially showing the relative position of a person 
or group on each of several measures. (Unpublished IX) 

ORGANIZATIONAL UNIT -An organizational sub- 
division within a State education agency established for 
the purpose of carrying out designated functions or 
activities. (VII) 

ORIGINAL COST Costs involved m purchasing an 
item of property. (Ill) 

ORIGINAL ENTRY-A student who for the first time 
in the United SMcs or its outlying areas enters any 
public or nonpublic elementary or secondary school. 
(I-V-VR) 

ORNAMENTAL HORTICULTURE (PRODUCTION, 
PROCESSING, MARKETING, AND SERVICES) (sub- 
ject matterMfee appendix, p. 145. 



ORTHOPEDICALLY HANDICAPPED (CRIPPLED)- 
Individuals with an orthopedic condition of a type 
which might restrict normal opportunity for education 
or self support. This term is- generally considered to 
include individuals having impairments caused by 
congenital anomaly (e.g., clubfoot, absence of some 
member, etc.), impairments caused by disease (e.g., 
poliomyelitis, bone tuberculosis, cerebral palsy, etc.), 
and impairments caused by accident (e.g., fractures or 
burns which cause contractures, etc.). (V-VR) 

OTHER SECOND-LEVEL DEGREE OR ADVANCED 
CERTIFICATE-A degree J (e.g., Educational Specialist 
Degree), above the master's degree level but below the 
level of a doctor's degree. Such recognition of com- 
pleted graduate work as certificate of advanced gradu- 
ate study above the master's degree level byt below the 
doctor's degree level is included here. (IV) 

OUTDOOR EDUCATION-A means of curriculum 
enrichment that is experienced in and through the 
outdoors. In achieving this means of enrichment, 
instruction is adapted largely to the utilization of 
resources and activities unique or more appropriate to 
the outdoor setting, where pupils, instructors, and 
others mzy stay for several days. (VI) 

OUTDOOR SERVICE SYSTEM-Improvements to site 
designed to facilitate or provide such services as 
movement of vehicular and pedestrian traffic, vehicular 
parking, artificial lighting, water supply, sewage dis- 
posal, and storage. (Ill) See also IMPROVEMENT TO 
SITE. 

OUTLYING AREAS- A term including American 
Samoa, the Canal Zone, Guam, Puerto Rico, the Trust 
Territory of the Pacific Islands, the Virgin Islands, and 
other jireas under jurisdiction or control of the United 
States. (V-VR) 

OUT-OF-SCHOOL YOUTH-Persons under 21 years of 
age, excluding children below school age, who (a) are 
not elementary or secondary school pupils and (b)are 
not taking courses for college credit toward degrees or 
equivalent certificates. A pupil is not considered to be 
an out-of-school youth when he is not attending school 
during a vacation period. (Now considered obsolete.) 
(IV, V) 

OVER COMPULSORY AGE-The youth has passed 
the compulsory school attendance age. This informa- 
tion is maintained where required by law or regulation 
for census or school purposes. (V-VR) 
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OVERAGE-&?e OVER COMPULSORY AGE. 

OVERHEAD COSTS-Those elements of cost neces- 
sary in the production of an article or the performance 
of a service which are of a nature that the amount 
applicable to the product or service cannot be de- 
termined accurately o* readily. Usually they relate to 
those objects of expenditures which do not become an 
integral part of the finished product or service, such as 
rent, heat, light, supplies, management, supervision, 
and other similar-items. (IIR, IVR) 

OVERTIME SALARIES-Gross salary paid to employ- 
ees of the LEA in positions of either a temporary or 
permanent nature for work performed in addition to 
the normal work period for which the employee is 
compensated under Regular Salaries and Temporary 
Salaries. The terms of such payment for overtime is a 
matter of State and local regulation and interpretation. 
(IIR) 



- r - i 

PAINTING ASSIGNMENT- An alignment to perform 
activities involved with painting, varnishing, and 
staining the interior and exterior of buildings and 
fixtures. (IIR, IVR) 

PARAPROFESSIONAL-A >taff member who work? 
along side a professional staff member and assists him 
but who does not have full professional status, eg., 
teacher's aide. (VII) Set also TECHNICAL. 

PART-TIME GENERAL CONTINUATION CLASS-In 
vocational education, a class for persons under 18 who 
have terminated their full-time education in elementary 
or secondary school to enter upon employment. Such a 
class is designed to increase civic intelligence rather 
than to develop specific occupational competence and 
is conducted during what would be the usual working 
hours of the enrollees. (VI) 

PART-TIME PERSONNEL-Personnel who occupy 
positions which require less than full-time service. Tins 
includes those employed full-time for part of the 
school year, part-time for all of the school year, and 
part-time for part of the school year. (I, II, IIR, IVR) 
See also FULL-TIME PERSONNEL. 

PART-TIME STAFF MEMBER— A staff member 
whose total current assignments require kss than his 



full-time services. A part-time staff member may be 
employed full-time for part of the year or part-time for 
part or all of the year. (IV, VII, IVR) 

PART-TIME STUDENT-A student who is carrying 
less than a full course load, as determined by the State, 
loed school system, or institution. (V, VI, IIR, 
IVR-VR) 

PARTIAL TUITION STUDENT-A student for whom 
tuition is paid, but less than the maximum amount. (V, 
VR) 

PARTIALLY SEEING-Individuals who have severely 
impaireJ wsion but have sufficient residual vision (with 
correction) to include the perception of printed ma- 
terials as a means of leading. (VR) 

PAYMENTS IN LIEU OF TAXES-Payments made 
out of general revenues by a governmental unit to the 
LEA in lieu of taxes it would have had to pay had its 
property or other tax base been subject to taxation by 
the local LEA on the same basis as other privately 
owned property or other tax base. It would include 
payment made for privately -owned property which is 
not subject to taxation on the same basis as other 
privately-owned property due to action by the govern- 
mental unit. (IIR) 

PAYROLL-A list of individual employees entitled to 
pay, with tu*. amount* due to each for personal services 
rendered. Payments are also made for such payroll- 
associated costs as Federal income tax withholdings, 
retirement and Social Security, (II-IIB-IIR) 

PAYROLL DEDUCTION AND WITHHOLDING- 

Amounts deducted from employees' salaries for taxes 
required to be withheld and for Oiher vithholding 
purposes. Separate liability accounts may je used for 
each type of deduction. (IIR) 

PAYROLL SERVICES-Activities concerned with 
making periodic payments to individuals entitled to 
remuneration for services rendered. Payments are also 
made for such payro!l>asso^aied costs as Federal 
incoi.ie tax withholding, retirement, and Social Secur- 
ity. (IVR) 

PENALTIES AND INTEREST ON TAXES-Ainount 
collected as penalties for the payment of taxes after 
the due date or dates, and the interest charged on 
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delinquent taxes jrom the due date to th$ date of 
actual payment A separate account for penalties and 
interest on each type of tax may be maintained. (IIR) 

PENSION SYSTEMS free retirement plan whereby 
persons leaving service in the educational system 
because of age, disability, or length of service receive 
payments from funds to which they have not con- 
tributed. Payments may be either in a lump sum or in 
the form* of annuity. (I, II, IIR, IVR) See also 
RETIREMENT FUND SYSTEM/ 

PER DIEM- By the day, usually used in relation to 
payment of subsistence expenses or fees. (VII) 

PER PUPIL COST See ANNUAL CURRENT EX- 
PENDITURES PER STUDENT IN ADA, ANNUAL 
CURRENT EXPENDITURES PER STUDENT IN 
ADM; CURRENT EXPENDITURES PER'STUDENT; 
CURRENT EXPENDITURES PER STUDENT PER 
DAY (ADA); and CURRENT EXPENDITURES PER 
STUDENT PER DAY (ADM). ^ 

PER SQUARE FOOT COST OF BUILDING Hie total 
cost of the building divided by the gross area of the 
buildjng. (Ill) 

PER STUDENT COST OF A BUILDING-The cost of 
a building divided by the student capacity of the 
building. (Ill, V,VR) 

PERCENTAGE IN MEMBERSHIP-^ PER. 
CENTAGE OF AGE GROUP IN ALL ^CHOOLS and 
PERCENTAGE OF AGE GROUP IN PUBLIC 
SCHOOLS. 

PERCENTAGE OF ABSENCE-The average daily ab- 
sence during a given reporting period divided by the 
average daily membership for the period, expressed as a 
percentage, or, the aggregate days absence divided by 
the aggregate days membership, expressed as a per- 
centage. (V, VR) 

PERCENTAGE OF AGE GROUP IN ALL SCHOOLsl 
Hie number of resident pupils of a given age group 
(e.g., 14 to 18 yean of age) entered in all public and 
nonpublic schools, divided by the total number of 
residents within the age group, expressed as a per- 
centagfc, (V) 

PERCENTAGE OF AGE GROUP IN PUBLIC 
SCHOOLS-The number of resident pupils of a givsn 



age group (e.g., 14 to 18 years of age) entered in public 
schools, divided by the total number of residents 
within the age group, expressed as a percentage. (V) 

PERCENTAGE OF ATTENDANCE -Hie average daily 
attendance during a given reporting period divided by 
the average daily membership for the period, expressed 
as a percentage; or, the aggregate days attendance 
divided by the aggregate days membership, expressed 
as a percentage. (V, VI, VR) 

PERCENTAGE OF CHANGE IN MEMBERSHIP 
FROM PREVIOUS YEAR (FOR A GIVEN DATE)- 

The change of niembersliip from a given date in on^ 
year to a corresponding date the following year! 
divided by the membership as of the first date, 
expressed as a percentage. (V, VR) 

PERCENTAGE OF CHANGE IN MEMBERSHIP 
FROM PREVIOUS YEAR (FOR A PERIOD OF • 
TIME)-The change of average daily membership from 
a given period of time in one year to a corresponding 
period of time the following year, divided by the 
average daily membership during the first period of 
time, expressed as a percentage. (V, VR) 

PERCENTAGE OF EXCEPTIONAL CHILDREN IN 
SPECIAL CLASSES OR SCHOOLS-The jmmber of 
resident exceptional children entered in special classes 
or schools, divided by the total number of resident 
children identified as exceptional, expressed as a 
percentage. (V, VI) 

PERCENTAGE OF HIGH SCHOOL GRADUATES 
WHO COMPLETED COURSES IN VARIOUS SUB- 
JECT-MATTER AREAS The number of students in a 
given high school graduation group who completed 
courses in each of a number of specific subject-matter 
areas, divided by the total number of students in the 
group, expressed as a percentage. (V-VI, VR) 

PERCENTAGE OF PARTICIPATION IN NATIONAL 
SCHOOL BREAKFAST PROGRAM-The average 
daily number of elementary and/or secondary schocl 
students participating in the national school breakfast 
program during a specified month, divided by the 
average daily attendance for the same month, (VR)See 
also AVERAGE DAILY NUMBER OF STUDENTS 
PARTICIPATING IN NATIONAL SCHOOL LUNCH 
AND/OR BREAKFAST PROGRAMS. 
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•PERCENTAGE OF PARTICIPATION IN NATIONAL 
SCHOOL LUNCH PROGRAM- The average daily num- 
ber of students* participating in the national school 
lunch program during a specified niortfh, divided by 
the average daily attendance for the same month. (VR) 
See also AVERAGE DAILY NUMBER OF STU- 
DENTS PARTICIPATING IN. NATIONAL SCHOOL 
LUNCH AND/OR BREAKFAST PROGRAMS. 

PERCENTAGE^ OF PUPILS IN NONPUBLIC 
SCHOOLS-The number of pupils of a given age group 
or type of instructional organization entered in non- 
public schools, divided by the total number of pupils in 
this age group^or type of instructional organ^tion 
entered in all schools, expressed a^ a percentage. (V, 
VI) 

PERCENTAGE OF PUPILS WITHDRAWING, BY 
TYPE OF WITHDRAWAL-The number of pupils 
withdrawiitgvjrom school during a given regular school 
term in each of the four principal categories of 
withdrawal (i.e., transfer, completion of school work, 
dropout, and death), divided by the total number of 
pupils withdrawing, expressed as a percentage. (V) 

PERCENTAGE OF SCHOOL-AGE POPULATION IN 
PUBLIC (OK NONPUBLIC) ELEMENTARY AND 
SECONDARY SCHOOLS-The number of resident 
pupils of compulsory school attendance age-entered in 
public (or nonpublic) elementary and secondary 
schools, divided by the total number of residents of 
compulsory school attendance age, expressed as a 
percentage. (V) 

PERCENTAGE OF STUDENTS CURRENTLY MEM- 
BERS OF CLASSES IN VARIOUS SUBJECT- 
MATTER AREAS-The number of students in a given 
school group who are members of classes in each of a 
number of specific subject-matter areas, divided by the 
total number of students in the group, expressed as a 
percentage. (V-VI-VR) 

PERCENTAGE Or STUDENTS MAKING NORMAL 
PROGRESS~The number of students making normal 
progress during a given reporting period, divided by the 
membership at the close of the penod, expressed as a 
percentage. (V, VI, VR) 

PERCENTAGE OF STUDENTS NOT PROMOTED 
(OR, RETAINED)-The number of students who, at 
the close of a given reporting period (usually a^regular 
school term), arc reassigned to the same grade, divided 
by the membership at the close of the period, 




expressed as a percentage. Students in ungiaded classes 
are not considered "not promoted" unless (and until) 
they are asked to spend more than the usual amount of 
time in such classes. (V, VI, VR) 

PERCENTAGE OF STUDENTS PARTICIPATING IN 
VARIOUS ACTIVITIES-The number of students 
who, during a given reporting period (e.g., a given 
regular school term), take part in each of a number of 
specific activities, divided by the average daily member- 
ship of students in the group, expressed as a per 
centage.(V,VI,VR) 

PERCENTAGE OF STUDENTS PROMOTED -Hie 
number of stu'dents promoted during or at the close of 
a given reporting period (usually a regular school term), 
divided by the membership at the close of the period, 
expressed as a percentage. For reporting purposes, 
students in ungraded classes who have made satisfac- 
tory progress may be considered separately or they 
may be considered promoted. (V, VI, VR) 

PERCENTAGb OF STUDENTS TRANSPORTED AT 
PUBLIC EXPENSE-The average daily membership of 
students transported at public expense, divided fcy the 
average daily membership of the reporting unit, ex- 
pressed as a percentage. (V, VR) 

PERCENTAGE OF TIME IN ATTENDANCE (for an 
individual)-The number of days of attendance divided 
by the number of days of membership, expressed as a 
percentage. (VR) 

PERCENTAGE OF TIME UN MEMBERSHIP (for an 
individual)-The number of days in membership 
<Hded by the total number of days school was legally 
in session during a given reporting period, expressed as 
a percentage. (VR) 

PERCENTAGE OF TOTAL EXCESS PUBLIC 
SCHOOL MEMBERSHIP-Total excess membership in 
public schools divided by the normal student capacity 
of accessible publicity owned schbol plan?* in* use, 
expressed a's a percentage. (V, VI, VR) Sec ctkc 
EXCESS MEMBERSHIP IN PUBLIC SCHOOLS and 
STUDENT CAPACITY OF A SCHOOL PLANT. t / 

PERCENTAGE Or TOTAL MEMBERSHIP BEING 
PROVIDED APPROPRIATE SPECIAL EDUCA 
TTON-Tlie number of pupils who have been identified 
as exceptional by professionally qualified personnel 
and who arc being provided appropriate special 




education, divided by the total membership, expressed 
as a percentage, These pupils may be considered also in 
smaller groups according to type of exceptionality, 
e.g., blind, deaf, mentally retarded, etc. (V, VI) 

PERCENTAGE OF TRANSPORTED PUPILS RIDING 
A GIVEN DISTANCE The average dady membership 
of pupils who ride a given distance (e.g., 5, 10, 15, and 
20 miles), divided by the average 'daily membership of 
pupils transported, expressed as a percentage. This 
-percentage may be determined as of a given date or on 
the basis of averages for a given reporting period. (VX 

PERCENTAGE OF TRANSPORTED STUDENTS 
RIDING A GIVEN TIME-The average daily member- 
ship of students who ride a given time (e.g., 30 
minutes, and 1, 1-1/2, and 2 hours), divided by the 
average daily membership of students transported, 
expressed as a percentage. This percentage may be, 
determined as of a given date or on the basis of 
averages for a given reporting period. (V, VR) 

PERCEPTUAL SKILLS (subject mMer)-See -ap- 
pendix, p. 270. 

PERIODICAL Any publication appealing at regular 
intervals of les* than a year and continuing fox an 
indefinite period. (Ill, IIR) 

PERMANENT ADDRESS (staff)-The place which the 
staff member considers to be his permanent place of 
residence. TJic peimanerit address oi the staff member 
may or may ' not be the same as the current address. 
(IV) 



PERMANENT STUDENT RECORD-A student record 

considered to have permanent or semipermanent value 

and which remains indefinitely in the files of the 

school or school system. (V, VR) See also STUDENT 

RECORD and CUMULATIVE STUDENT RECORD, 
i • 

PERSONAL DEVELOPMENT AND HUMAN RELA- 
TIONS (subject matter)-&e appendix, p. 159. 

PERSONAL FINANCE (subject matter)-Seeappendix, 
p. 159. 

PERSONAL IDENTIFICATION INFORMATION 
(staff)-Any record items which are so closely related 
with the staff member as an individual that used 
collectively they distinguish the staff member from 
other individuals. (IV) 

PERSONAL LEAVE-Leave, usually without pay, per- 
mitted staff members for personal reasons. (IV, IVR) 

PERSONAL SERVICES (subject matter)-See ap- 
pendix, p. 165. 

PERSONNEL (local education agency )-Employees of 
an LEA o; any persons under the supervision of the 
LEA who are eligible for workmen's compensation, 
Federal Insurance Contribution Act, and wage or salary 
tax withholdings. Included are persons who volunteer 
their services. (IVR) 

PERSONNEL (State education agency)-Either em- 
ployees of the State department of education or 
members of a State board of education. (VII) 



PERMANENT BUILDING-A budding designed for us 
site or placed upon its site and not intended to be 
moved. (Ill, VI-VIJ) 

PERMANENT SCHOOL FUND-Money, securities, or 
land, which have been set aside as an investment for 
public school purposes of which the income but not 
the principal may be expended. These funds have been 
derived, in most cases, from the sale of State land set 
aside by the Federal and/oi State Cuvernmcnt, rent* 
and royalties, and from surplus revenue returned to the 
State by the Federal Government. In some instances, 
there may be endowment fundi fui individual schools. 
There may be nonexistent funds, also, which are legally 
recognised 'as an obligation. (I, IMIR) See also EN- 
DOWMENT FUND. 



PERSONNEL, ADMINISTRATIVE See ADMINIS- 
TRATIVE PERSONNEL. 

PERSONNEL, ATTENDANCE-^ ATTENDANCE 
PERSONNEL. 

PERSONNEL, CLERICAL S CLERICAL PERSON- 
NEL. „ < 

, PERSONNEL, FULL-TIM£~£e<? FULL-TIME PER- 
SONNEL. 

PERSONNEL, GUIDANCE-iSee GUIDANCE PER- 
SONNEL. 

PERSONNEL, HEALTH-^ HEALTH PERSONNEL. 
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PERSONNEL, INSTRUCTlONAL-See INSTRUC- 
TIONAL PERSONNEL. 

PERSONNEL, MAINTENANCE-See MAIN- 
TENANCE PERSONNEL. 

PERSONNEL, NONPROFESSIONAL-^ NON- • 
PROFESSIONAL PERSONNEL. 

PERSONNEL, OPERATIONAL-iee OPERATIONAL 
PERSONNEL. 

PERSONNEL, PART-TIME-See PART-TIME PER- 
SONNEL. 

PERSONNEL, PSYCHOLOGICAL-See PSYCHO- 
LOGICAL PERSONNEL. 

PERSONNEL, RECREATIONAL-See RECREA- 
TIONAL PERSONNEL. * 

PERSONNEL, SOCIAL WORK-See SOCIAL WORK 
PERSONNEL. 

PERSONNEL, TECHNICAL— See TECHNICAL PER- 
SONNEL. X ... 

\ 

PERSONNEL ASSIGNMENT-An assignment to per- 
form activities concerned with staff recruitment, selec- 
tion, assignment, promotion, and training, maintaining 
staff records, and working with administrators in 
developing pension and insurance plans. (IIR, IVR) , 

PETROLEUM (subject matter)-See appendix, p 165 

PETTY CASH-A sum of money -$et aside for the 
purpose of paying small obligations for which the 
issuance of a formal voiHier and check would be too 
expensive and time consuming. Also, a sum of money, 
either, in the form of currency or a special bank 
deposit, set aside for the purpose of making change or 
immediate payment of comparatively smfdi amount. 
(II, IIB, VIHIR)See also IMPREST SYSTEM. 

PHILOSOPHY (subject matter)-£ee appendix, p. 243. 

9 

PHONETICS (subject matter)-^ appendix, p. 174. 

^PHYSICAL AND MENTAL HEALTH SERVICES 
\ RESPONSIBILITY— The area of responsibility for pro- 
viding medical and psychiatric services which are not 
9 direct instruction. (IV) 



PHYSICAL EDUCATION (subject matter)-See ap. 
pendix, p. 193. 

PHYSICAL HANDICAP -An atypical physical condi- 
tion that adversely affects the performance of an 
individual. Individuals with marked physical handicaps 
ma^be classified into groups such as. the blind, the 
partially seeing, the deaf, the hard of hearing, the 
^ speech handicapped, the language handicapped, the 
' crippled, and those having special physical health 
problems resulting from various diseases and condi- 
tions. (V, VI, VR) See also HANDICAPPED CHIL- 
DREN. 

PHYSICAL IMPAIRMENT-A physical condition that 
may adversely affect a student's normal progress in the 
usual school program. (V-VR) See also PHYSICAL 
HANDICAP. 

PHYSICAL LIMITATION-A physical handicap or 
other physical condition (e.g., a heart condition, 
diabetes, or sight defect) which limits the performance 
of the staff member in some activities and must be 
considered in assignments. (IV) 

PHYSICAL SCIENCES (INCLUDING GENERAL 
PHYSICAL SCIENCE) (subject matter)-&?e appendix/ 
p. 226. 

PHYSICAL THERAPIST-A staff member performing 
assigned technical activities for the purpose of restoring 
to optimum use damaged or atrophied muscles. (FV) 

PHYSICALLY HANDICAPPED-Pupils identified by 
professionally qualified personnel as having one or more 
physical handicaps r e.g., the blind, the hard of hearing, 
the speech impaired, and the crippled. (V-VI) 

PHYSICIAN-A staff member who is licensed to 
practice the art and science of medicine, and who is 
providing medical services within the school system. 

(no. 

PHYSICIAN ASSIGNMENT-An assignment to a staff 
member who is licensed as*a medical doctor to 
diagnose and treat diseases and disorders of the human 
body. (IV-IJR, IVR) 

' PLACE-Concentration of pfcpulation, regardless of the 
existence of legally,, prescribed limits, powers, or 
functions. (Unpublished VIII) * ^ * 



PLACE OF BIRTH The local governmental unit (e.g., 
city, county, township) and State, U.S. possession, or 
foreign country in which the staff member was born. 
(IV) 

PLACEMENT SERVICES- Activities organized (1) u 
help place pupils in appropriate educational situations 
and/or in appropriate part-time employment while 
they are in school, and in appropriate educational and 
occupational situations after they leave school .ad (2) 
to help pupils in making the transition from one 
educational experience to another. The latter may 
include, for example, admission* counseling, referral 
services, assistance with records, and follow-up com- 
munications with employers. (IVR) 

PLANNING-The selection n; identification of the 
overall, long-range goals, priorities, and objectives of 
the organization, and the formulation of various 
courses of action to be followed in working toward 
achieving those goals, priorities, and objectives. (VH- 
IIR, IVR) 

PLANNING ASSIGNMENT- An assignment to per- 
form activities concerned with selecting or identifying 
the goals, priorities, and objectives of the LEA and 
formulating the courses of action to fulfill these 
objectives. (IIR, IVR) 

PLANNING PERIOD-That period of time for which 
active planning is being done. Short term is usually less 
than five years and long term any period over five 
years. (Unpublished VIII) 

PLANN1NG-PROGRAMING BUDGETING EVAL- 
UATION SYSTEM (PPBES)-A structured procedure 
for determining policy in the allocation of resources 
for accomplishment of priority programs.it emphasizes 
long-range planning, analytic evaluative tools, and 
economic rationality in setting goals and objectives and 
in the determination of programs, (VII, IIR, IVR) 

PLANNING, RESEARCH, DEVELOPMENT, AND 
EVALUATION SERVICES-Activities, on a system- 
wide basis, associated with conducting and managing 
programs of planning, research, development, and 
evaluation for a local education agency. (IVR) 

PLANNING SERVICES- Activities concerned with (1) 

the selection or identification of the overall, long-range 

goals, priorities, and objectives of an organization oj 

program; and (2^ the formulation of various courses of 
< 
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action in terms of identification of needs and relative 
costs and benefits. Included are decisions on courses of 
action to be followed in striving to achieve those goals, 
priorities, and objectives. (IVR) 

PLANT ENGINEER-A staff member performing the 
assigned activities of supervising the operational staff 
of individual buildings or plants. (IV) 

PLANT SUPERVISION RESPONSIBILITY— The area 
of responsibility for supervising plant operational staff 
servicing individual buildings or plants when such 
supervision is restricted to particular plants or build- 
ings. It consists of sucij activities as overseeing the 
work of other staff members assigned to housekeeping 
duties, and providing guidance, direction, and leader- 
ship to improve the-semces of custodial workers. (IV) 

PLASTERING ASSIGNMENT-An assignment to per- 
form activities involved with applying and repainng 
plaster in the interior' and on the exterior of buildings. 
(HR, IVR) 

PLASTICS (subject matter)-5ee appendix, p. 204. 

PLASTICS OCCUPATIONS (subject matter)-^ ap- 
pendix, p 263. 

i 

PLAT BOOK-A book of majps showing land owned by 
the school district. (HI) 

PLAYGROUND BUILPWG-A community services 
building used primarily in conjunction with a com- 
munity playground, such as buildings housing play- 
ground equipment, re.aroom and shower buildings, and 
shelters used during inclement weather. (Ill) 

' * > / 
PLUMBING ASSIGNMENT-An assignment to per- 
form activities involving assembling, installing, and 
repairing pipes, fittings, and fixtures of heating, water, 
and' drainage systems. (IIR, P X) 

PQLICY-A governing principle, plan, or guide for a 
course of action. (VII) 

POLICY DEVELOPMFiYT-The formulation ot gov- 
erning principles, plans, or guides for courses of action. 
(VII) 

POLITICAL JURISDICTION-A governmental ad- 
ministrative jurisdiction such as a county, town, 
township, or metropolitan district which serves as the 



tcrntoual h\bis toi political upiestntation. (Unpub- 
lished VIII) ) 

POLITICAL SCIENCE (subject matter) Sec appendix, 
,p. 243, 

POPULATION DENSITY MAP- A map showing popu- 
lation densities per unit area (number of people per 
square mile or per acre). (Unpublished VIII) 

POPULATION DISTRIBUTION MAP- A map showing 
the distribution of population by selected ;>>nibols, 
e.g M a dot represents ter< people. (Unpublished VIII) 

PORTABLE BUILDING- A building designed and con- 
ducted so that it can be transported to another 
location without disassembling. (Ill, VI VII) 

POSTING-The act of transferring to an account in a 
ledger ihe detailed or summarised data contained in 
the cash receipts book, check register, journal voucher, 
or similar books or documents of original entry. (II, 
IIMIB-IIR) 

POSTSCHOOL PERFORMANCE INFOR- 
MATION- Information about aspirations and plans of 
the student for postsdiooj vacation, training, and 
education, Alw included i* information about unplov 
ment and other activities of the tonne i student after 
leaving the school. (VR) 

POSTSECONDARY EDUCATION-lnstruetional pro- 
grams (including curriculum, instruction, ind related 
student services) provided for persons who have com- 
pleted or otherwise left educational programs in 
elementary and secondary school. (VR) 

POSTSECONDARY INSTRUCTIONAL LEV EL- The 
general level 01 instruction provided for pupils in 
college programs, usually beginning with grade 13, and 
any instruction of a comparable nature and difficulty 
provided tor adults and youth beyond the age of 
compulsory school attendance. (IV, V-VI) 

POWER/AUTOMOTIVE MECHANICS (subject mat 
tcr)r~5t>e appendix, p, 204, 

PRACTICAL NURSING ASSIGNMENT-An assign- 
ment to perform auxiliary medical services, such as 
taking and recording termperature, pdlse, and respira- 
tion rates and giving medication under the supervision 
of a physician or a registered nurse, (IIR, IVR) 

PRECINCT- An election district of a town, township, 
couniy r or other political jurisdiction. (Unpublished 
VIII) ' « 

ERIC 



PREKINDERGARtEN CLASS- A group or class 
organized to provide educational, experiences, for 
children during the year or years preceding the 
kindergarten, which are a part of the elementary school 
program and are under the direction of a professionally 
qualified teacher. A prekindergarten class may be 
organized as a grade of an elementary school or as a 
part of a separate nursery school. (VI) 

PREMIUM ON BONDS SOLD- That portion of the 
sales price of bonds in excess of their par value. The 
piemium represents an adjustment of the interest rate. 
(HR) 

PREPAID EXPENSES-Expenses entered in the ac- 
counts for benefits not yet received. Prepaid expenses 
differ from deferred charges injhat they are spread 
over a shorter period of time than deferred charges and 
are regularly recurring costs of operation. Examples of 
prepaid expenses are prepaid rent, prepajd.interest, and 
unexpired insurance premiums. An example of a 
defejrrcd charge is unamortized discounts on. bonds * 
sold. (IMIB-IIR) 

PREPARATORY, POSTSECONDARY EDUCATION 
PROGRAMS-Learning experiences concerned w/th 
the knowledge, skills, appreciations, attitudes, and 
behavioral characteristics which are considered to be 
needed by those pupils desiring postsecondary educa- 
tion programs and which normally may be achieved 
during the secondary school years. (IVR) 

PREPARATORY, POSTSECONDARY EMPLOY- 
MENT PROGRAMS-Learnmg experiences concerned 
with the knowledge, skills, appreciations, attitudes, and 
behavioral characteristics which are considered to be 
needed by those pupils desiring immediate post 
secondary employment and which normally may be 
achieved during the secondary school years. (IVR) 

PREPRIMARY LEVEL-A distinct organization for 
classes within an elemuitary school for groups of 
children during the year or years preceding the primary 
level. (VI) j 

PREPkrMARY SCHOOL-A separately organized and 
administered elementary school for pupils in the year 
or years preceding the first grade. This may include 
pupils in the prekindergarten and kindergarten years or 
grades. (VI, IVR) 

PPEREQUISITE-A course (completed successfully) 
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or other requirement wludi is necessar) as a prelimi- * 
naiy to participate n in a given activity or succeeding* 
course.' (VI) 

PRESCHOOL PROCRAM-A beginning group-or class 
em oiling children younger than '5 years of age and 
organized to provide educational experience under 
professional!) qualified teachers in cooperation with 
parents during the >ear or i,ears immediately preceding 
kindergarten (01 prior to entr> into elementar> school 
when there is no kindergarten). (VR) 

• 

PRESENT- Available to perform assigned duties during 
the hours of the day vhen surh duties* are to be 
performed. (iV) * 

PRESENT YYORTH-Current replapfl&nt cost of a 
piece of property less the deduction for depreciation. 
(Ill, VII) 

PRESENT WORTH OF A BUILDING-Currerit re- 
placement cost less the deductions for depreciation. 
(Ill) See also INSURABLE VALUS OF A BUILDING 
and REPLACEMENT COST OF A BUILDING, j 

PRESENT WORTH OF A SITE-The replacement cost 
less deductions for depreciatfon of improvements to 
the site. (Ill) See also REPLACEMENT COST OF A 
SITE. 

PRESENT WORTH 'OF EQUIPMENT-Current re-* 
placement cost less deductions for depreciation. (Ill) 
See also INSURABLE VALUE *GF EQUIPMENT and 
REPLACEMENT COST OF EQUIPMENT. 

PRESSURE GROUP- Any group* that attempts to 
infUficTice legislative or governing agencies in behalf of 
its ywn fecial interests or the interests of a larger 
pubiiv thabi represents. (Unpublished VIII) 

^PJR[EVOCATIONAL EDUCATTON-Orientatiort-to a 
number uf different uccupational areas— and counseling 
designed tc* assist a person in determining the occupa- 
tionalarea(s) for which* he miglit best prepare. (VI) 

PRIMARY ECONOMIC ACTIVITY- An activity re- 
lated to the original production of a commodity. 
Includes, the products of agriculture, pastoralism, : 
mining* fisheries, and forestry. (Unpublished VIII) 

PRIMARY(^GRADES~The elementary grades pre- 
ceding the intermediate grades, usually grades 1, 2>arid 
3. (IV V, VI, VII) « 



PRIMARY LEVEL- A distinct organization within an 
elementary Softool for pupils in the primary gradps or 
years, usually grade 1 thrpugli grade 3 or the equiva- 
lent. Jui some instances, the flrepriniary and' priinary 
Ieveij/are combined. (VI) 

PRIMARY SCHOOL-A separately organized and ad- 
ministered elementary school for pupils at the, primary 
level, usually including grade 1 through grade 3 or the 
equivalent, and sometimes including preprimary years. 
(VI-IVR) 

i 

PRJtyCIPAL-A staff member performing the assigned 
activities* of the administrative heacf of a school (not 
school district) to whom has been, delegated major 
responsibility for the coordination ami directi6n Qf the 
activities of the school. ' (I, II, III, IV) See also 
SCHOOL DIRECTION AND MANAGEMENT AS-. 
SIGNMENT. 

PRINCIPAL ASSIGNMENT— An assignment to a-staff 
member to perform highest level executive manage- 
ment functions in an individual school, group of' 
schools, or unit(s) of an LEA. (IIR, IVR) * 

PRINCIPAL OF BONDS-The face value of bonds. (II, 
IIR) See also FACE VALUE. 

PRINCIPALS OFFICE-Aroom or rooms,designed,or 
adapted, for the use of the principal and/or assistant 
principals in the discharge of their administrative 
responsibilities, including areas for secretarial and w 
clerical assistants. (Ill) See also PRINCIPAL OF A 
SCHOOL. - ' 

PRINCIPLE- A comprehensive generalization de- 
scribing some, fundamental prbcess, constant mode of 
behavior, or property relating to: natural phenomena. 
(VI) ' . x : 

PRINTER-A* staff member performing the assigned 
skilleti activities of hand arid machine setting of type, 
assembling type and cuts in chases, other silled 
activities in connectio^ with preparation' for actual 
printing, and the actual* printing of publications and 
other materials. (IV) 

, PRINTING AND BINDING (fb][ance)-Amounts paid 
for job printfng ,and binding, usually following tfie 
specifications of the LEA. Tins includes the design and 
printing of forms and posters as well as printing and 
binding LEA publications. Preprinted^standard forms 
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purchased arc nut charge J jieie, but arc icoorded under ^ 
Supplies and Materials. (IIR). 

PRINTING, PUBLISHING, AND DUPLICATING^ 
SIjjlVICES— Activities y printing and publishing ad- 
umnistratiye publications such as annual reports, school 
directory, and manual*. This data clement als°o includes 
providing centralized services for duplicating school 
materials and instruments such as school bulletins, 
newsletters, and notices. (IIR, 1VR) t s 
/ ' 

PRIOR NONiiCHOOL EMPEOYMENT-Nonschool 
employment bciord entering into employment with the 
school system i{i which currently employed. (IV) 

^PRIVATE OR NQNPUBLiC SCHOOL-A school 
' which is controlled by an individual or by an agency 
other than a State", a ^subdivision of a $tate* or the 
Federal government, usually which is supported pri- 
marily by other than puBhc funds, and the operation 
• of whose program rests with other than publicly 
elected or appointed officials. (I, II-IV, V-VI-IIR, 
IVR-VR) See also INDEPENDENT NONPROFIT 
SCHOOL an* PROPRIETARY SCHOOL. 

PRIVATELY-OWNED VEHICLE— A vehicle ownerd by 
the contractor, a vehicle partially owned by the 
contractor (for instance, the contractor may own the 
chassis and the school own the" body.)* or a car used by 
a parent who is paid from public funds to,transport his 
own children and sometimes other children to schools. 
(I, II, III, IIR) 

PROBABILITY AND STATISTICS (subject matter)- 
See appendix, p. 221. 

PROBATIONARY PROMOTION~An arrangement 
whereby a pupil is promoted to the next higher grade 
.on a trial basis in order th,at his progress and 
adjustment might be observed; -if these prove satisfac- 
tory, the pupil is retained in the higher grade. (VI) 

PROBATIONARY STATUS^ The employment status 
of the staff member who i£ employed from year to 
year (subject to discontinuance 6f employment upon 
action by the^governing board) preliminary to being 
placed on tenure st£tus % upon satisfactory performance 
over a stipulated pefiod of time. (IV) 

PROBATIONARY STUDENT- In community /junior 
colleges, a temporary status foj all entering students 
having less than a stated academic achievement in their 



high school graduating class, .or who achieve less than a 
k stated score on a standardized test. (VR) 

IJRQFESSIONAL-A term denoting a level of knowl- 
edge and skills, possessed bg*an. individual I or required , 
of, aa individual to perform an assignment,^vhich is 
^attained through extensive education and training, 
usually a minimum of^a baccalaureate degree (or its* 
equivalent obtained through special study and/or ex- 
perience). (VH-IIR-IVR) o 

Professional and technical services- 4 

Services of in4ividuals having extensive training in a 
.particular line ofSwork., This includes such services as 
those provided by architects^ auditors, dentists and 
doctors, consultants, lawyers, tax collectors, data- 
processing service f bureaus,^and others. (IIR, IVR) , 

PROFESSIONAL EDUCATION COURSES*-Courses 
(e.g., educational psychology, curriculum, methods, 
student teaching, apd history and principles of 
education) which are recognized by State .certification 
laws and regulations as courses which distinguish 
professional education from other 4 professions and 
occupations. (IV) 

PROFESSIONAL-EDUCATIONAL tstaff)-A grouping 
of assignments requiring a high degree of knowledge 
and skills acquired through at least a baccalaureate 
degree (or its equivalent obtained through special study 
and/or experience), including skills in the, field of 
education or educational psychology. (IY, V-IIR, IVR) 

PROFESSIONAL EDUCATIONAL STAFF PER 1,000 
STUDENTS IN AVERAGE DAILY MEMBERSHIP- 
The number representing the total full-time equiva- \ 
lency of professional educational assignments in a 
school system during a given period of time, multiplied 
by 1,000 and divided by the average daily membership 
of students during this period. (IV, V, VI t VR) 

PROFESSIONAL LEAVE-Leave granted to em- 
ployees, generally with all or part of their salary 
paid, for the purpose of professional Improvement. 
(VII) 

PROFESSIONAL-OTHER (staff)- A grouping of as- 
signments requiring a high degree of knowledge 
and skills acquired* through at least a baccalaureate 
degree (or^S equivalent obtained through special study , 
and/or experience), but not requiring skills in the tield^ 
"bf education. (IV, V-IIR, IVR) 
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PROGRAM-A plan of activities and procedures de- 
Signed .to accomplish a predetermined objective or sSt 
of allied objectives. (IIR, JVR) 

' 4 

PROGRAM, iADULT/CONTINUING EDUCATION- 
See ADULT/CONTINUING EDUCATION PRO- 
GRAM. ] s 

PROGRAM. ADULT EDUCATION-See ADULT 
• EDUCATION PROGRAM. * 

PROGRAM, APPRENTICESHIP-^^ APPRENTICE- 
SHIP PROGRAM. , 

PROGRAM, BA^SAL READER-See BASAL READER 
PROGRAM. • 

: PROGRAM, DEVELOPMENTAL READINGS DE- 
VELOPMENTAL READINGjPROGRAM. 

PROGRAM, ENRICHMENT-See ENRICHMENT 
PROGRAM. x 

PROGRAM, .FOUNDATION-See FOUNDATION ' 
'PROGRAM. * c 1 

* * 

PROGRAM, GENERAL EDUCATION -See GEN- 
ERAL EDUCATION PROGR/ M. 

PROGRAM, HEAD START -"See HEAD START PRO- 
GRAM. ■ ' 

• . iS . •« ' ' * 

Pr6gRAM, HONORS-See HONQRS PROGRAM. ' 

* • ' »* • i 

.PROGRAM, OCCUPATIONAL-See OCCUPATION'- 
AL PROGRAM. . 

' .«.* ■ ' »* . ' ' ' 
HPROGRAM, OPEN-ENDED-See OPEN-ENDED PRO- 

" T * v 



GRAM. ' 



r 



PROGRAM, REHABILITATION-^^ REHABILI. 
TATION PROGRAM. , f 

PROGRAM, S,CHOpL BREAKFAST (NaTIONAL)- 
See SCHOOL BREAKFAST PROGRAM (NATION- 
AL). ^; • 

PROGRAM, SUPPLEMENTARY-See SUPPLEMEN- 
TARY PROGRAM" 

» * 

'PROGRAM, TERMINAL -See TERMINAL^ PRO- 
GRAM. 



PROGRAM,* TRANSFER-See TRANSFER PRO- 
GRAM.' 

'ETERANS'" DEPENDENTS' EDUCATIONAL AS- 
SISTANCE-See VETERANS' DEPENDENTS' EDU- 
CATIONAL ASSISTANCE PROGRAM. 

PROGRAM, VETERANS' VOCATIONAL REEABILI- 
TATION— See VETERANS' VOCATIONAL 
REHABILITATION PROGRAM. 

4 ♦ 

PROGRAM, WORK-STUDY-See WORK-STUDY 
PROGRAM. * " ♦ / 

' v' * 

PROGRAM OF STUDI^S-A combination of related 
courses and/or self-contained classes organized for the 
attainment of specific educational objectives, e.g., a 
program of special education.for handicapped students,' 
a college preparatory program,~an occupational pro- 
gram-On a given .occupation or cluster of occupations), 
a general education program, and a transfer program. 

(vi,vn,VR): . 

PROGRAM-ORIENTED BUDGETING-The repara- 
tion of a budget which emphasizes 'categorization by 
programs and reflects consideration of present and 
future costs of these programs. It is more narrow in v j 
scope ftian a planning-programm.ng-budgeting- 
evaluation system (PPBES) in that it does -not include 
suctiv factors as systematic planning *and evaluation 
procedures and multi-year perspectives. (VII) , 

PROGRAMED INSTRUCTION r Instruction utilizing a 
workbook, a textbook, or mechanical and/or electronic 
device which has been "programed" to help pupils 
attain a specified level of performance by (a) providing 
instruction in small :«eps, (b) asking one or more 
questions about each s'ep in the instruction and 
providing instant knowledge.,of whether each atiswer is 
right or wrong, and (c) enabling pupils to progress at 
their own pacc.'(VI) 

PROGRAMING-Preparation of a logical sequence of 
operations tq be performed by a computer in solving a 
problerp or processing data, the preparation of coded 
mstructions 4 arid 3ata for such a sequence. (VII, IIR, 
1VR) ' 

PROGRAMING ASSIGNMENT- An assignment to pre- 
pare logical coded sequences of operations to be 
performed , by a computer in solving problems or 
processing data. (IIR, IVR)' 
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PROGRAMING. SERVICES- Activities concerned with 
the preparation of a logical sequence of operations to 
be performed, either manuMty or electronically, in 
solvfrl^ problems or^Rrocessing data, and the prepara- 
tion of coded instructions and data fot stfch sequences. 

(IIR,IVR) * 7 

• % <f> 

' PROGRAMS FOR PUPILS WITH LEARNING DIS- 
ABILITIES-Sp^cial learning experiences for pupils 
identified as having deficiencies in one or more aspects 
of the cognitive process and as being underachieved in' 
relation to the general level or modelbf their overafl- { 
abilities. (II R, I VR) * " 

PROGRAMS FOR THE CULTURALLY DIFFER- * 

§ ENT-Special learning experiences for pupils, whose 
background is so different from that of ftiost'gupils 

'that they have beea identified as needing additional 
educational opportunities beyond those provided in 
tlie usual school program if they are to be educated to 
the level of their ability. Certain types of these . 
programs are referred to as "compensatory education 
programs." (IIR, IVR) • ( * 

PROGRAMS FOR THE GIFTED AND TALENTED- 
Specia! learning experiences for pupils identified as 
being mentally gifted 01 talented* in areas such as the 
following; general academic, fine arts, and vocational 
„ and technical. (IIR, IVR) 

( 

PROGRjVMS FOR THE MENTALLY RETARDED- 
Sp&iai learning experiences, according to degree of 
- retardation, for pupils identified as being mentally 
retarded. Pupils in this category are classified educa- 
tionally as educable mentally retarded, trainable 
mentally retarded, and severely mentally retarded. 
CUR, IVR) 

PROGRAMS FOR THE PHYSICALLY -HANDI- 
CAPPED-Speaal learning experiences for pupils iden- 
tified as having one or more physical handicaps, e.g., 
blindness, deafness, speech impairment, and lameness. 

(IIR, IVR) 
* 

PROGRAMS FOR THE ! EMOTIONALLY DISTURB- 
ED-Speeial learning experiences for pupils identified 
as having emotional problems that require special 
services. (IIR, IVR) 

PROJECT AREA-As defined for Federal educational 
programs, a school attendance area, or combination of 
school attendance areas, sv-hich because of a high 



\ 

concentration, ftildrpi or. Tallies of specified 
characteristics is thereby* designated as an ^ea from 
which selected children irfbybz served' by a particular 
project. (VR)Seealsc ATTENDANCE AREA. 

PROMOTION-ln advancement of a ptfpil to a higher 
grade or instrucfionaMevel. (IV, V) ■ ' - 

PROPERTY, ADDITIONS TO-See ADDITIONS TO 
PROPERTY. 

t 1 
PROPERTY, LOSSES OF -See LOSSPS OF PROP- 
ERTY. - *' 

V J f 
PROPERTY, . NONPUBLICLY-OWNED-See NON- 
PUBLICLY-OWNED PROPERTY. 

PROPERTY, PUBLICLY-OWNED-See PUBLICLY- 
OWNED PROPERTY. 

' PROPERTY, REAL-% REAL PROPERTY. 

• > 

PROPERTY, SCHOOL-See^CHOOL PROPERTY. 

PROPERTY* ACCOUNT- A dc&riptive heading under 
which is recorded specific information about land, 
buildings, and equipment under the jurisdiction of 
school district^ and any other units llfat operate 
schools. (Ill) 

\ 

PROPERTY ACCOUNTING-Maintenance of a, set 
of records under which is recorded specific infor- 
mation about land, buildings, and equipment. (III- 
VII) ' * 

PROPERTY* ACCOUNTING . SERVICES-Activities 
concerned with preparing and maintaining 'current 
inventory records* of land, buildings, and movable 
equipment. These records are to be used in equipment 
control and facilities planning. (IIR, IVR) 

PROPERTY CONTROL-The accounting. for property* 
through a- system of records, physical inventories v arixi 
reports. (Ill) ' ' 

PROPERTY INSURANCE-£xpendi*ures for all forms 
of insurance covering the loss of, or damage to, 
property of 'he LEA from fire, theft, storm, or any 
other cause. Also recorded here, are costs.for appraisals 
of property far insurance purposes, (IIR) 



PROPERTY LOSSES-See LOSSES OF PROPERTY 
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PROPRIETARY ACCOUNTS Those Accounts which 
show actual financial conditions aird operations slich as 
actual assets, liabilities, reserves, surplus, revenues, and 
expenditures, as distinguished from budgetary ac- 
counts. (H-HB-HR) See also . 'BUDGETARY AC- 
- COUNTS. \ 

PROPRIETARY SCHOOl^A private or nonpublic 
school which is operated for business profit. (VR)See 
also PRIVATE OR-NONPUBLIC SCHOOL. * % 

PERORATED SALARY^That portion of a recognized 

' full-time salary that is allocated to a less-than-full-trme 

assignment on the same basis that the full-time* 

equivalency of the assignment is determined. (IV) 
■> 

PRORATING-The allocation of parts of a single 
expenditure" to two or more different accounts. Hie 
allocation is made in proportion to the benefits which 
the expenditure provides for the respective purposes or 
programs for jvhich the accounts were established. (II, 
HB, VII, IIR, IVR) 

PSYCHIATRIST- A staff member who is a-licensed 
physiciaiKperforming professional services for the* 
school system in the art and science of psychiatric * 
medicine. ([V) . t 

PSYCHIATRIST ASSIGNMENT- An assignment to a 
staff member who is licensed as a physician and 
certified as a psych, itrist to study, diagnose, and treat 
"diseases a^d disorde s of the mind. (IIR, IVR) 

PSYCHOLOGICAL v COUNSELING SERVICES-r Ac- 
tivities Wriith take place between a School psychologist, 
counselor, or other staff member and one or .more 
pupils as counltflees and their paients, in which/the 
, pupils are helped to perceive, clarify ^ solve, and resolve 
problems of adjustment and. interpersonal relation- 
ships. (VMVR) - 

* PSYCHOLOGICAL PERSONJVEL-A term applied to 
psychologists and psychometrists. It does not apply to 
psychiatrists and psychiatric social" workers; they are 
treated as health personnel. (I, II, III, IV) 

PSYCHOLOGICAL SE^VICES-Activlties concerned 
k witfi administering psychological Jests and interpreting 
the results, gathering and interpreting information 
about pupil behavior, working with other staff mem- 
bers in planning school programs to meet the special 

* needs of pupils as indicated by psychological tests ^Qd 



. behavioral evaluations, and planning and managmg a 
grogram of psychologic^ services^ including psycho- 
logical counseling for thfc. school or local education t 

i agency. (IIR, IV$) '« f 

PSYCHOLOGICAL^- TESTING 1 SERVICES-Activities 
concernfed with administering psychological tests," 
standarffTzed tests, arrtj inventory assessments of * 
ability, aptitude, achievement* interest^ and person- 
ality and the interpretation "of these^neasures for 
pupils, school personnel, and parents. (IIR, IVR) . 

PS^HQLOGIST-Seer SCHOOL PSYCHOLOGIST. 

► PSYCHOLOGIST ASSIGNMENT- An assignment to a 
.staff member ; who is licensed as a psychologist to 
evaluate and analyze pupils' behavior by measuring and 
interpreting their intellectual, emotional, and social 
development, 'and diagnosmg their educational* and . 
personal disabilities. (IV-IIR, IVR) 

PSYCHOLOGY (subject matter^ appendix, p. 244. 

PSYCHOMETRIC DATA-Psychological data a}>out a 
student analyzed by the application of mathematical 
t and statistical methods developed for .psychological 
testing. (VR) 4 "* • 

PSYCHOMETRIST— A staff member^ssigned to per- 
form professional activities in measuring the intellec- 
tual, social, and emotional development of pupils 
t through the administration and interpretation of* 
psychological tests. (IV) # 

PSYCHOMETRIST ASSIGNMENT-An assignment to 
perform activities concerned with measuring the intel- 
lectual, social, and emotional development of pupils 
through the administration and interpretation of* 
psychological tests. These activities are usually carried 
out under the direction or supervision of a psychologist . 
or related^professional. (IIR, IVR) 

PSYCHOMOTOR TEST- An examination to measure • 
the motor effects pS a person's mental or cerebral 
processes. (VR) ^ 
\ 

PSYCHOTHERAPY SERVICES-Those . activities 
which provide a therapeutic relatioiiship-betweert a 
qualified mental health professional and one or more 
pupils— in which {he pupiis'are helped to perceive, 
clarify, solve, and resolve emotional problems or 
disorders. (IVR) 
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PUBLIC ADULT EDVCATION-Those organized pub- 
ific^edtfcational programs, other than rcgulaf full-time 
and \ummer elementary and secondary day school, 
community college, and college programs, which pro- 
tfldeopportunity for adult and out-of-school youth to 

• 'further their educatfon, regardless of their previous 
educational attainment. 4 6nly those programs which 
have as their primary purpose the tlevelppment of 
skills, .knowledge, habits, or attitudes are included. This 
development may be .brought about by formal instruc- 
tion or- by^ informal group leadership directedjowara^/: 
recognizable learning goals. Activities which aio^pri- 
marily social,* recreational, or for the purpose of 
producing goods, are not included. (I, II, III) . ^ 

PUBLIC BOARD Of EDUCATION-The elected or 

• appointed body which has-been created according to 
State law -and vested with responsibilities for edu- 
cational activities Mi a given geographic area. Such 
bodies are sometimes known as schpol boards, govern- 
ing boards, boards of directors, sciiool committees, and 
school trustees. This definition ihcludes State boards of 
^edcuation and the boards of intermediate and local 

basic administrative units and individual public insti- 
tutions. (I-iyV, V-VR)-' : - 



trative information to tfia public Ijirough various news * 
media or perspoif contact. (IIR, IVR) A< * > 

PUBLIC LIBflARY-A library operated" "by publicly " 
elected of appointed officials &'nd open to tfoe public. 
When the library is supported wholly or partially- by a ; 
public school the expense is £harged to Community „ 
Services, (IIlOfVR) 
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PUBLIC LIBRARY BUILDINP-A community serv- 
ices building used primarily fof the cu$tody^«cireula- 
tjon, and administration of a collection of books, 
manuscripts/ and periodjcals kept fctf the use of 'the 
general public, but not for sale. (211) 

* * v * 

PUBLIC LIBRARY SERVICES-,Activities pertaining* 
io-the-operation of-public libraries by an LEA, or the 
provision of library services to » the general .public 
through the school library. Included arc such activities 
as budgeting and planning the library's collection in 
relation to the community and informing the # com- 
munity of public library resources and services. (IV, 
LVR) , / v ^ 

PUBLIC OWNERSHIP-Proprietorship by a govern-, 
me- 1 'I agency. (VII) 1 * , 



PUBLIC/COMMUNITY RELATIONS ASSIGNMEMT- 
An assignment to foster/ gocjd relations between the 
LEA and the public community as a t whole, v by 
planning and conducti/ifi/programs to disseminate 
information through suclfmedia as newspapers, radio 
and television, public f^ums^and^civic"act;vities; and 
reviewing material for and directing prepasation of 
LEA publications. (IIR* IVR) , 

PUBLIC fc*RANT-A contribution, either money or 
material gQods, made by one governmental unit to 
another unit and for which the contributing unit ^(Unpublished VIII) 
expects no repayment. Grants may.be for specific or 
general purposes. (II, III, IIR, IVR) 



PUBL'C RECORD-A record Which by law, regulation, 
or custom is generally available to the public at large, 
or to segments of the pub\jc having a legitimate reason 
for reviewing" the record. (VR), 



PUBLIC 
TIONS. 



RELATIONS-^* COMMUNITY RELA- 



PUBLIC RESOURCES-Facilitics, finances, and staff 
personnel under the control of a governmental agency. 



PUBLIC -INFORMATION-Information for public con- 
sumption throu&Ii nejvs media £^bout the condition and 
progress of education in the LEA. It consists of such 
activities 'as writing no\vs releases, speaking to civic 
gfoups or other assemblies, and appearing on local 
ra'dio and television- programs to discuss LEA programs.* 
" (IV-IIR, IVR} ' t 

PUBLIC ^INFORMATION SERVICES-Activities con- 
cerned with the Writing editing, and other preparation 
Necessary to disseminata educational and adminis- 



PUBLIC SCHOOL- A school operated by 1 publicly 
elected or appointed school officials in which the 
program and 'activities are under the control of these 
officials and which is supported primarily by public 
funds. (I, II, III, IV, V-VI, VII, IIR, IVR, VR) 

PUBLIC SCHOOLHQUSING AUTHO RITY-See 
HOUSING AUTHORITY OBLIGATIONS. 

PUBLIC SERVICE .OCCUPATIONS (subject matter- 
See appendix, p. 263. * 
i 

PUBLIC TRANSPORTATION ROUTES-A statement 
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of the precise path (sequence of streets) and scheduled 
stops of each public transportation route. (Unpub- 
lished VIII) 

- ^PUBLIC UTILITY SERVICE£-Services usually pro- 
Sided bv public utilities such as water* sewerage, 
electricity, gas, and garbage. This includes those same 
services \yhcthcr the utility company be public or 
^'private. Costs for telephone and telegraph arc not 
charged hcrc v bm are recorded under Communication. 
(IIR) . " ' 

RUtfLICLY-OWNED PROPERTY-(a) Land, buildings, 
and equipment owned by a school district or unit 
operating schools or under its control through a 
contract to purchase; (b) land, buildings, ?nd equip- 
ment owned by a municipal unit of government (not 
the unit operating the schools) or by tf public-school- 
housing authority; and (c) land, buildings, and equip- 
mcn\ owned by a Slate government or the Federal 
Government. (Ill) 

PUBUCLY-OWNED QUARTERS-Any public school * 
facility owned by a school administrative unit.or under 
its control^ through a contract to purchase. Public 
school facilities designed for school purposes and 
owned by a county or municipal unit of government, 
public schoolhousing authority, or similar agency are 
. included. (I, II, MR) 

PUBLICLY-OWNED SCHOOLBUS-A .sehoolbus 
owned by a school district, a municipal unit of 
government, a State government; or the Federal Gov- 
ernment, which is used' foruhc transportation of 
students, complies with the color and identification 
requircm^its set forth by the school system, and has a 
manufacturer's rated seating capacity of' 12 or,more. 
(The designation of Sehoolbus ownership is based on 
ownership of the chassis.) (VR) 

. PUPIL-Sa> SfUDENT. 

fepiL ACCOUNTING SERVICES-Activities con- 
cerned with accumulation and maintenance of records 
on school attendance, location of home, family charac 
teristics,/ and other census data. Portions of these 
records become part of the cumulative record which is 
maintained for the purposes of counseling and guid- 
ance. (IIR, JVR) 

PUPIL ACTIVITY FUNI)-Financial transactions re- 
lated # to school-sponsored pupil activities and inter 



scholastic activities. These activities are supported in 
* whole or in part by income from pupils, gate receipts, 
and other fund-raising activities. Support, may be 
provided by local taxation. (ilR, IVR) 

PUPIL*APPRAISAL SERVICES-Activities having as 
their purpose an assessment of pupil characteristics, 
which are used in administration, instruction, and 
guidance and which- assist the pupil ic evaluating 'his 
' purposes and progress in personality and career devel- 
opment. Test records and materials used for pupil 
appraisal are usually included in each pupil'* cumula- 
tive record. (IIR,IVR) 

PfrPIL-CLASSROOM TEACHER RATIO (as of a given 
date)-The number of pupils in*membership> as of a 
given date, divided by tne number representing the 
total full-time equivalency of classroom teaching as- 
signments serving these pupHx on the same date. (IV, 
V, VI) } 



, PUPIL-CLASSROOM TEACHER RATIO (for a period 
of time)-The average daily membership of pupils, for a 
given period of time, divided by the number represent- 
ing tfie total full-time equivalency of classroom 'teach- 
ing assignments serving these plipils during the same 
period, (V, VI) 

PUPIL-COUNSELOR RATIO (as of a^iven date)-Thc 
number of pupils- in membership as, of a jgiven date*, 
divided by the number representing the total full-time 
.equivalency of counseling assignments serving these . 
pupils on the same date. (VI) - 

PUPIL-COUNSELOR RATIO .(for period of time)- 
The average daily membership of pupils, forn given 
period of time, divided by the number representing the" 
total full-time equivalency of counseling assignments 
serving these pupils during the^ame period. (VI) . 

PUPIL DENSITY-See PUPILS PER SQUARE MILE. 

PUPIL NUMBER-£e<? STUDENT NUMBER. 

♦ v 

PUPIL-NURSE RATIO (as of a given datfc)~The 
number of pupils in membership, as of a given date, 
divided by the number representing ihe total c full-time 
equivalency of nurse assignments serving these pupils 
on the same date. (VI) * 

PUPIL-NURSE RATIO (for a period of time)-The 
average daily membership of pupils, for a given period 
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of time, divided by the number representing the total 
full-time equivalency of Aurse assignments serving thes'e 
pupUs.during the same period. \(VI)« * * 

* * 
PUPIL PERSONNEL .SEhyiCES-All serviced which 
are concerne<T\vith the welfare-of pupjts>e.g v guidance 
services, Health service, school psychological services, 
audiojogy services, speech pathology services, attend- 
ance services, and school social work services. (VI-VU) 

PUPIL PERSONNEL. WORKER-A staff member as- 
signed to perform professional activities in ^ny of the 
pupil personnel areas of attendance services, guidance 
services, health services, school psychological services, 
and school social work services. (IV) * 

PUPIL-PRINCIPAL RATIO (as of a, given date)-The 
number of pupils in membership", as of a given date, 
divided by the number representing the total Yull-tim^ 
equivalency -of, school direction and management-as- 
signments serving these pupils as of the 53111^ given 
date. (IV, V, VI) , 

PUPIL-PRINCIPAL RATIO (for a period of time)-The 
average daily membership of pupils in -the elementary 
and secondary schools of a school system, for a given 
.period of time, divided by the numbejyrepresenting the 
total full-tin\e equivalency of school direction and 
management assignments ser ing these pupils during 
' the same period. (V,. VI) 

PUPIL-PROFESSIONAL EDUCATIONAL STAFF 
RATIO (as of a given date)-Sce STUDENTPROFES- 
StQNAL EDUCATIONAL STAFF RATIO (as of a 
giveitalate). 

PUPIkPROFESSIONAL EDUCATIONAL STAFF 
RATIO (for a period of time)~&?<? STUDENT-PRO;' 
FESSIONAL EDUCATIONAL STAFF £ATIO (for a 
period of time) - «* 

PUPIL-SCHOOL LIBRARIAN RATIO (as of a giyen 
date)-The number of pupils in membership, as of a 
given date, divided by the number repfesenting the 
total full-time cqaivalency of all school librarian 
assignments serving these pupils as of the same given 
da*e.([V,V,VI) 

PUPIL-SCHOOL LIBRAE AN RATIO* (for a period of 
time)-The average daily membership of p t upils, for a 
given period of time, divided by the number represent- 
ing the total full-time equivalency of school librarian 



assignments serving 1 these pupils in's</i>ol libraries • 
during the same period. (V, VI) t ' . j . 

. r • '» 

PUPIL-STAFF MEMBER RATIO-^ SJAFF MEM- ' 
feER-PUIJIL RATIO. . " \ .. . 

- ' • L 

PUPIL-T£ACHER>*RATlO (as of a given $ate)-&?<? 
STUDENT-TEACHER RATION of^gived date) %% * 

• » . .A 
PUPILrTEACHER RAT0 (for a period of time)-&£ 
STUDENT-TEACHER RATIO (for a periqd of time) 

PUpil/TOTAL STAFF RATIONS of a given clatef- 
See STUDENT-TOTAL STAFF RATIO (as of. a- given 
date) 

PUPIL-TOTAL STAFF RATIO (for a period of fimejfy 
-See STVDENT-TOTAL-SfAFF RATIO (for 'a pe|io4 
of time) . # 

jJUPIL TRANSPORTATION BUILDING-A*building 
used primarily- for housing personnel and' equipment 
engaged in Activities which haye *as thfeir purpose the 
conveyance of pupils to a'rd from school activjttes, 
■ either between homp and school or *on trips for 
curricular.br cocurricufaractivities. This includes>build- 
ing facilities Cor pupil transportation supervisdrs/me- 
chanics, and clerks; bus waiting stations; and stprage 
for vehicles ami supplies usqcl in the pupiUransporla- 
tion program. (Ill) * * 

PUPIL o TifcANSPORTA'TION SERVICES-Activities 
concerned with the tSnveyance of pupils to % and from 
school, as provided §V State law. Included are all trips 
between home and school and trips to school activities. 
(HI-IV, V, VI-VIMIR, IVR) 

PUPIL 1 TRANSPORTATION VEHICLE-A vehicle 
owned by the school system or serving the school 
system through contractual Arrangement and used for 
the pur'pose of conveying pupils to and from school 
activities, either between hom&'and school or on trips 
involved in school activities. (IV) 

4 

PUPIL UNIT OF MEAS.URE-A standard or measure- 
•ment having a pupil-related factor as its unit. Illustra- 
tive pupil units of measure for a period of time include 
average daily membership, average daily attendance, 
and ful^time equivalency of average daily membership 
or attendance; pupil units of measure as of a given date 
' include membership, attendance, and full-time equiva- 
lency of attendance. (V!) Ste also MEASURE. , 



PUPILS P.ER SQUARE 'M%E-The total number of 
rcsidcr • pupils-who live in 4 a given attendance area of 
administrative ynit, divided by .the number of square 
miles in the attendance area or administrative unit. (V)* 

PUPILS, TRANSPORTED-The average atily attend- 
ancc of trans'pyrted' pupils. (I) 

A written request to a vendor to 
provide material or services at a price set forth in the 
.* order; used .as an encumbrance*iocttment. (IMIB-VII- 
HR) * 

PURCHASED SERVICI'S-Personal services' rendered 
. by .personnel who arc noi on the payroll of the .LEA- 
aria other services which may be^urchased by the' 
Lb'A. (As applied to Stated education agencies, the 
definition in Handbook 'VII substitutes 'the words 
."State agency" for "LEA." (VH-IIR) See also CON- 
TRACKED SERVICES. • ' 

PURCHASES DISCOUNT-An allowance made be-.* 
cause of cither volume purchasing or seasonal purchas- 
irig.T(IIB) . -v, 

/ \ 

^URCHASING«-Acqumngsupp!ies,equipment,andina- 
terjalsmsed in school or LEA operation. (IIR) 

1 

PURCHASING AGENT ASSIGNMENT-An assign- 
flient. to perforin, activities concerned,, with buying 
supplies, equipment", and materials used in the opera- 
^ tion pf the LEA. (IV-IIR, IVR) 

PURCHASING SERVlCES-ActiVities concerned with - 
purchasing suppiil's, 'furniture, equipment, and mate- - 
rials used in school or LEA operation. ((IR, IVR) 

PURfe TONE AUDIOMETRY TEST- A test of hearing 
utilizing air conduction and/or bone conduction. (VR) 



meetings of one hour a week for an academic quarter, 
generally about ^Ive weeks time. Satisfactory com- 
pletion of a course scheduled for 3 class sessions (or 
the equivalent) per week in an academic quarter earns 
3 quarter credit hours. (IV-VI-VH-IVR)- 



QUALITY POINTS r A term used synonymously with 
the term "mark poinV." (VK) See also MARK POINTS 
and-MARK VALUE? ; | 

. QUANTITY FOOD OCCUPATIONS (subject matter)- 
See appendix, p 263. 

'QUARTER CREDIT HOUR- A unit of measure, fre- 
quently used in higlier education, denoting class 



RADIOLOGIC (subject matter)-&e Appendix, p. 187. 

^ RAN6E OF CLA/S SIZES-The smallest and largest 
~memberships % oT classes of a given type as of a civen 
daje..(VR) t , " , 

RATE OF PAY-The ajnount of money for a unit of 
time (e.g., an hour, a day., a week, a ;nonth„or a school 
year) paid a staff member for services to the school 
system. It is often usedlo indicateiucb rates of pay as 
daiiy.rate for bus drivers, hourly rate for food services 
worJcers, ^nd daily rate for.substitute teachers. (IV), 
* * 
RATIO, PUPIL-STAFF MEMBER-See PUPIL-STAFF 
' MEMBER RATIO. 

RATIO, .STAFF-MEMBER PUPIL-See STAFF- 
MEMBER PUPIL RATIO. ' V v 

RATIO, STUDENT-ADMINISTRATIVE STAFF^ee* 
STUDENT-ADMINISTRATIVE STAFF RATIO 

RATIO, STUDENT-COUNSELOR-See STUDENT- 
COUNSELOR RATIO. % y 

'♦RATIO, STUDENT-INSTRU^TIONAL STAFF^ee 
STUDENT-INSTRUCTIONAL STArF RATIO. 

RATIO , x STU DENT-LIBRARY SERVICES STAFF- 
See STUDENT-LIBRARY SERVfCES STAFF RATIO.. 

V • 

RATIO, TEACHER-INSTRUCTIONAL SUPER- 
VISOR-See TEACHER-INSTRUCTIONAL SUPER- 
VISOR RATIO. * 

REA.DING-Instruction designed to develop the skills ' 
necessary to perceive and react to patterns of written 
symbols and translate them into meaning. The teaching 
of reading is differentiated.according to a number of 
levels and objectives. The continuous development, of 
reading skills and vocabulary applies to all subject-mat- 
ter areas, emphasizing selected skills and vocabulary 
appropriate to pupils' needs indifferent learning 
situations. (VI) v . I 
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DREADING LEYEL-A level 'of achievement attained 
.by* readers, generally defined ih.teims of stages of 
reading development or grade placqment of reading 
ft books, e.g., the reading-readiness level and the second* 
grade level. (VI) 0 

'READING REAi>iNESS-A variety of planned activ' 
ities deigned to .devdlop in chilcjfen the mental, 
physical, and emotional maturity* prerequisite. to in- 
struction in reading! In.pr^ctice emphasis is placeg on a 

" Variety of learning situations, e.g., direct and jricarious 
experiences involving oral language r such^as listening, 
'speech habits and patterns, developing sequential or- , 
ganization of ideas, vocabulary development, and.. 

„ experience with" bo&ks and stones: (VI) , - 

READING READINESS TEST- An examination .meas* 
uring interrelated' factors contributing ^o a. person's 
readiness for reading, such linguistic maturity, 
experiential background, perceptual maturity, and re- 
sponsiveness to books and storytelling. (VR) 

REAL ESTATE-Xand, improvements to site, arfd 
building; real property. (Ill, VII, IIR) 

^\ . 

REAL ESTATE (subject matter)-^ appendix, p. 164. 

* 3 

* REAL PROPERTV-£ee"ftEAL ESTATE. , 

REBATES-Abatements or refunds. (ll, IIR) . 

RECEIltfS-Cash received. (IIR) See also REVENUE. 

RECEIVING AND DISBURSING SERVICES-AQtivi- 
ties concerned with taking^in money and paying it out, 
* -including the current audit otfreceipts and the preaudit 
of r'eguisitions or purchase orders to determine (1) 
whether the amounts are within the budgetary allow- 
ances*; and (2) whether such disbursements are lawful 
LEA expenditures: (IIR-IVR) . 

RECORD ENTRY (stafQ-An item of information 
about a staff member which is written into, checkdd, 
key punched/or otherwise placfcd on q form, card, ot 
tape and kept for reference by the school system- or 
othqr reporting unit. (IV) f . 

RECORD ITEM (stafO~An item of information about 
a staff member which is maintained by a school or 
school system for present or future use. (IV) 

RECORD MANAGEMENT-Establishing and main- 
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traming an adequate and efpeient -system for controlling ' 
the r^cis of an LEA. (IIR, iVR) 

RECORDS-A collection of* information t which is . 
preparedly a { rson ; , unit, or organization for the use 
of that person, .unit, or organization. '(1, 11,-111,- IV, V, 
VI, VII, IIR, IVR) 

* RECORDS MAINTENANCE SEP* r ;GES-Activitj<S 
organized for the compilation, maintenance, and 'in- 

' terpretajion of cumulative recofdsof mdividual pupils, 
including systematic consideration of factors suchrfs 
home and family background; physical and mediCal- 
status; w standardized:" test results; personal *and S9cial 
development; and school performance. (IVR) * ^ 

RECORDS MANAGING ASSIGNMENT-An as- 

signment tor perform activities concerned with estab- 
lishing and maintaining, an adequate, arid efficient 
•system for controlling the records of the LEA. (H R > 

♦ 

^RECREATION (subject matteO-See appendix*^. 196. 

' \ 

RECREATION AND TOUf JSM (subject matter)-See 
appendix, p, 164. „ ' 

RECREATIONAL PERSOI^ NEL-Personnel employed 
by a school system for 'the primary purpose of 



ysiein iui the primary purpose of 
administering or supervising play activities. (I) 

RECRUITMENT AND PLACEIViENT-Employing and 
assigning personnel for (he LEA. (IIR, IVR)* 

REDEMPTION OF PRINCIPAL-Expenditures from 
current funds to retire seria^ bonds, long-term loans of 
more than five years, and short ter<n loans of less titan 
fiv<j years. (IIR) 



REDEVELOPMENT-The "revision, or fepiacement of 
an existing land use and/or population .distribution 
pattern through, the acquisition of an essentially: 
built-up area and its llearanpc and rebuilding to . a* 
comprehensive plan. (Unpublished VIII) . 4 ^ 

• * 

REENTRY-A student who previously entered any 
class in the same elementary or secondary school or in 
any other school in the United States or.its outlying 
areas. (I-V-VR) . '* ; 

REFERENCE WEEK-A* wqek used for determining 
the number of hours worked by members of the labor 
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force. For data published by the Bureau of the Census 
this week is usually one ejiding in mid-November 
(Unpublished VIII) 

REFERRAL-The act of re'ferring a pupil to a person,, 
or agency for study and assistance, whetlier this person 
or agency be" within or outside the school system. (V) 

• REFRESHER AND REORIENTATION TRAINING 
FOR PRO^ESSIONALS-Sljpr't intensive courses for 
unemployed or potentially unfmpiofed professional 
persons who are not seeking to quffify for initial 
employment iiY a professional occupation but wjio 
need to develop their particular professional skills or a 
new skill so as N to maintain their nresent employment 
or qualify for .new cmdloympn/within-their profes- 
sions. (VI) . . , , ' f * 

REFRIGERATION (subject matter)-^ appendix. p 
248. • • . 



■M REFUGEE-An alien who (a) fled froni a given Nation 
or area .because of persecution .or fear of persecution 
. on 'account of race, re.iigion or political opir'on, (b) 
cannot return thereto because 'of fear of such persecu- 
tion, and (c) is in urgent need of assistance for the 
csscntials„of life. (VI) • 

ja . . . 

* _ * «• 

■ «> REFUND-A-returii of an over-payment or over-collec- 
v. tion. Tlic return may be either in'the form of cash or a. 
credit to an account. (IMIB, IIRV 

REFUND 0,F PRIOR YEAR'S EXPENDITURES- 
Revenue cfcning from a refund of an expenditure made 
to a .prior fiscal year's budget. A refund of an 
expenditure made in the spe fiscal year's budget may 
be recojdedin the appropriate expenditure accounts 
a reduction of the expenditure. (IIR) « ( 

* 

REFUNDING BQNDS-Bonds issued to pay off bonds, 
jfkeady outstanding. (II, IIR) • % 

REGISTER-A record for the consecutive entry of a 
certain class of events, documents, or transactions, 
with" a proper notation of all of the required particu- 
lars. The form, of register for accounting purposes 
paries from a one column to a multi-columnar sheet of 
special' design .whertfon the entries arc distributed^ 
... summarized,, and'-aggregated usually for convenient 
posting to the accounts, (if. Ill, IIR) 

. 9 • 

REGISTERED NURSING ASSIGNMENT-An 'assign- ' 



menMo a staff member wno is licensed as a registered 
nurse' to perform activities requiring substantial special- 
ized judgmeiit and Mill in observation, care, and 
counsel of -ill .and injured persons and in illness*- 
prevention* (IIR, IVR)' 

* - s ■ * - ■ ■ . 

REGISTERED WARRANT-A warrant which is regis,', 
^tered by the payiirg officer for future - payment on 
account of present lack offonds, and which is to be 
paid in the order of its /egistration. In some cases, such 
warrants are registered when issued; in others, when 

• first presented to the paying officer by the holders. (II 
UR)Seedlso WARRANT. . . 

j 'REGISTRANT- A person who, has- registered for a 
particular educational program, but who may or may 
'not-actually participate in the program. (Unpublished 

' ' ' • * .*•%■.• 

„ • * 

t REGISTRAR ASSIGNMENT-An assignment to co- . 
. ordinate and direct LEA registration activities, includ-' 
ing compilation and. analysis- of registration data for 
.administrative use., (IIRjlVR) 

REGISTRATION^: process .of entrance into a 
> school or course. The*act of placing the students name 
on the rolls of trfr school -or school system does' not 
ensure that the student will attend the school (or a ' 
school in the school system) anJ does not constitute 
entering into membership status. (V-VR) See also 
ACTIVE MEMBERSHIP STATUS. 

REGULAR CLASS -The general typc'of class in which 
most students receive instruction, including most 
classes othe* than those which- .are composed- of 
exceptional students. (V ? VI, IVR, VR)' ' / ■ 

-REGULAR CLASSROOM-An instructional space . 
which .is designed, or adapted, in sitfh a manner that it 
can be used to. house any class that does not require 

• special built-in equipment tailored to its specific needs 
(III-VII) . . 

>> 

REGULAR DAY SCHOOL .TRANSPORTATION^ 
. Transportation of 'pupils at/efiding regular day school-. • 
Separate accounts may be! maintained for /ransporta- 
tion fees received from.patrons, and for transportation * 
fees received from other LEA's. (IIR) See also DAY 
SCHOOL. / • > 

"REGULAR .'DAY SCHOOL TUITTON-Tuition for 
resident and nonresident pupils attending the regular. ' 
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. day schools in the LEA. Separate accounts may be 
maintained for tuition receivbd froift patrons, and" for 
tuition received from other LEA's. (IIR) See also DAY 
SCHOOL. * 

ffi -REGULA'R 4-YEAR HlfcH SQldOL-See. FQOR- 
YEAR HIGH SCHOOL.* % 

I 

^REGULAR PROGRAMS-Instructional activities-'de- 
signed primarily to prepare pupils for activities as 
citizens, family .members, 'and workers, as contrasted 
. with programs designed to improve or overcome 
physical, mental, social,, and/or emotional handicaps. 
Regular programs include Elementary Programs:' 
Middle/Junior High Programs; High School 'Programs/ 
" and Other Regular Programs, (ftk, IVR) / 
, ^ i 
REGULAR '..IOGRAMS,. 1 STATE EDUCATION 
AGENCIES-Those programs, other than the djggct 
operation* of schools, which are carried our year sjfter 
year ,by a. State education agency as a permanent part . 
' of its activities. These are programs such as: Provision 
of consultative service to iocal school districts ,in 

• -administration, curriculum, finance? and transporta- 
, tion; research and statistical services \ distribution of 

State aid- professional licensing; and operation of the 
State library. (I) * 

REGULAR SALARIES-Full-timc, part-time, aftd-pro- 
rated .portions* of the gross salary costs for work 
.performed by employees of the LEA who are con- 
sidered to be in positions of permanent natural (IIR, 
" IVR) ' _ . . 

REGULAR SCHOOL TERM-^Jhat school term which 
begins usually in the late .summer or' fall and^ends in 
the spring. A regular school term may be interrupted 
by one or more vacations. In higher "education, this is 
referred to as\he "academic year." (IV, V, VI-VR) 

'REGULAR STUDENT- In community /junicucolleges, 

• an unrestricted status .for students whomeekall the 
regular admission requirements of the institution. 

* (YR) ' *> • , - 

REGyLjfTION '(State education agency )-A rule 
adopted by a State education authQrity and usually 
possessing the force of law under legislative sanction. 

• Commonly used synonymously with "rule." (VII) 



REHABILITATION OF A BUILDING-Thc .general 
overhauling of a complete building or major section 
thereof to better adapt *it %, for continued" use for the 
school program or a different type of occupancy. (Ill) 
• • •* 

i 

REHABILITATION PROGRAM-A program of studies 
,and servte« designed primarily to, Restore? j n^ who le or 
in part the ability of disabled individuals to perform 
biologically, psychologically, or sociologically as per f 
sons not disabled. This includes rehabilitation center, 
programs and vocational rehabilitation programs for 
restoring individuals' to economic self-sufficiency 
through education or retraining. (VI) . 

REIMBURSEMENT— Tlie return of an over-payment 
or over-ccllectfon in cash. (IMIB; IIR)« \ 

RELEASED TIME-An arrangement^vlicteby a school 
officially .and regularly excuses one or indre full-time 
stud^nt^s or members of the staff for part of a^ession. 
(VI; VR) . ^ 

REMEDIAL READING-Plannedydiagnostic and re- 
medial activities, for individual pupils or grQups of 
pupils, designed to c&rrect and,prevent further reading 
difficulties which interfere with tkd pupil's expected 
progress in developing reading skills, understandings, 
and appivciations. (VI) '/ 

REMEDIAL SPECIALIST ASSIGNMENT -An assign?* 
ment to perform activities concerned with correcting 
or improving specific marked deficiencies (such as a 
deficiency in content previously taught but not 
. learned) which a;c not due to impairment of mental or 
' physical ability. (IIR, IVR) \ 

REMODELING-Any major permanent structural im- 
provement to a building. Ii includes changes of 
partitions, roof structure or walls. Repairs^ are not* 
included here but are included undec maintenance.. (I, 
II, III* IIR)' \ 

RENOVATION OF A BUILDING-The renewing 6f a 
building or part thereof without changing structure, 



REHABILITATION (subject malter>-See appendix, p. 
.186. , . % % 



function, or design. (HI) 



* RENTALS EXPENDED-Expcnditurcs for the lease or 
.rental *of land, buildings, and equipment for the 
1 ' temporary or I6ng-range use of the LEA. This includes 
bus ai)d other vehicle rental when operated by LEA 
personnel, lease of data processing equipment, lease- 
purchase arrangements, and similar rental agreements. 
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Costs tor single agreements covering equipment as well * 
as operators -are not charged here, but* are- recorded 
elsewhere under PURCHASED SERVICES! (IIR) 
•* » % . " 
RENTALS RECEIVED-Money .received". from the 
Rental, ot school.property, real or personal. Itjloes-tiot 
include rental' from tea] property held for income 
purposes: this revenue is "recorded under the account 
EARNINGS ON INVESTMENTS. Separate 'accounts 
may be maintainor! fnr r^i ... 



of property with ano'th.er of new material of like kind 
and quality in a given time and place. (HI) . " 

REPLACEMENT COST OF A BUILDING-The edst of 
^replacing a building with another ofnew material of 
. -like-kind and quality in a given time and place. (Ill) 

REPLACEMENT COST OF A SITE^The cost" of 
purchasing the land and reproducing the improvements 



may b£ maintained for real property e books Mo X f 1 T rCpr0duci "S the improvements 

equipment, lockers, towe.i, and oSEJfflR) ° Id inn *< v ^ * U " dCr 
1 , conditions prevadine at the Hm<> th^ r»r.u^^„„. < 



conditions prevailing at the time the replacement cost 
is c„termined. (Ill) . . ' 



REPAIR'nAND REPLACEMENT OF EQUIPMENT 
R£Sl*ONSIBILHY-The area' of responsibility for' 
keeping the equipment (not built-in equipment) of the - 
school system in good .repair and for manufacturing material-oi 
equtpment to replace worn 'put equipment. It consists 1 plac'e. (Ill) 
of su«h activities as repairing furnijure, machines, and - • 
other equipment tliat- is not built-in; and roariufac " REPLACEMENT OF EOUIPMFNT a , * ■ 
**■ -chos, bookcases, racks, . of ^^T^^o^ 



. REPLACEMENT COST OF EQUIPMENT-The cost of 
replacing a piece of equTpment -with another of new 
material. of like kind and quality in a given time and 

nine.' i*IIf\ ■» * 



and other equipment that is not built-in.(IV) 

^REPAIR OF BUILDINGS RESPONSIBILITY— The 
•area of 'responsibility for keeping the buildings 1 , and 
built-in .equipment o'P the school system at their 
original condition 6f completeness and efficiency a* far 
^possible through repair and replacement. It-cdhsists 



complete unit of, equipment which is to 'be sold, 
scrapped^or written off the record, and serving 'the ' 
same purpose as the replaced unit in the same wav 01 
III, IIR) . . . y ' K ' 

REPORT-A collection of information which is pre- 
pared by a- person, unit, or organization for the use of- 

CrtfllO nflinr " a _ 



* ishing O^^^USiSStt - ° r8aniZati0n - °' ,IMV> 

windows, doors, hardware, window glass, window ' ' 

shades,' and built-in equipment such as lockers, cabi- REPORT HTM /Lm_A„ e ■ r 

- "nets, soap and towel dispensers 3n H h.,iiV«rf u • T J ■ • ( staff >~An item of information about 

VmovLg ponMc^cS^C^ ' a member -° r a 8r0U P of staff membe " «*** is 

add replacing i^Xi^^TEE * ftT^ r* *" ^'i 0 "' ° r for 

jss ~*W5s ' rthTgeXst:^ 

* 

REPORTING) PERIOD-A period of time for which a 
report is prepared (e.g., a calendar year^s'cbool year, 
regular school ierm, summer school term, semester or 
marking period). (IV, V>VI, VII, VR) 



j » » r *r~~j ^piiiiiuci 

-systems,, air-conditioning systems, and elevators. (IV) 

REPAIRS-The- restoration ' of a given piece of equip- 
mcnt, o/ a given building, or of grounds to original 
condition of completeness or efficiency from a worn, ' 
damaged, or deteriorated, condition. 01, III IIR) See 
also MAINTENANCE OF PLANT. , 



REPAIRS AND MAINTENANCE SERVICE-Repairs 
and maintenance services not provided directly by LEA 
personnel. This includes contracts , and agreements 
covering the upkeep of grounds, -buildings, ancf equip- 
ment. Costs (or - new- construction,' renovating and 
/eniodeling are not charged here, but are'' recorded 
Aider Capital Outfty. (IIR^ . 

'REPLACEMENT COST-The cost of replacing a piece 



REPORTING UNIT-The organizational unit sub- 
mitting a report (e.g., a State department of education, 
an intermediate administrative unit, a local basic 
administrative unit, or ^school). (IV, V, VI, VR) 

REQUISITION-A written request to a purchasing 
officer .for specified articles or services. It is a request 
from one school official to another school official 
whereas a. purchase order is from a school official 
(usually the purchasing officer), to a vendor. (IMIB, 
JIR) „ — „ 



ERIC 



£09 



RESEARCH-Systematic study and investigation in 
some field of knowledge, undertaken to establish facts 
or principles. (VII, HR, IVR) See also BASIC RE- 
SEARCH and APPLIED RESEARCH. « 

RESEARCH AND DEVELOPMENT (subject mat- 
iei)See appendix p. 205. 

RESEARCH AND DEVELOPMENT ASSIGNMENT- 

An assignment^to perform activities concerned with 
systematic studies and investigations in some field of 
knowledge and with the evolving process of using the 
products of researched judgment to improve educa- 0 
lional programs. (HR, IVR) , 

RESEARCH,' PLANNING, DEVELOPMENT, AND 
EVALUATION-The activities involved with research, 
planning, development, and evaluation functions for 
*theLEA.{HR,JVR) ' 

RESEARCH SERVICES-Activities con'cemed with 
the systematic study and investigation of the various 
aspects of education, undertaken to establish facts .and 
principles. fllR, IVR) / T 

RESERVE-An amounr set aside for some specified 
purpose. (II, I|B,IIR) 

RESERVE FOR "A" (SPECIAL PURPOSES)-A re- 
serve which represents the segregation of a portion of a * 
fund balance to indicate that assets equal to the 
amount of the reserve are tied up tor the named special 
purpose. (IIR) 

RESERVE FOR ENCUMBRANCES- A reserve repre- 
senting the segregation of a portion of a fund balance 
to provide for unliquidated encumbrances. Separate 
accounts may be maintained for current and prior year 
encumbrances. (IIR) 

RESERVE FOR INVENTORY-A reserve which 
.represents the segregation of a portion of a fund 
balance to indicate that assets equal to the amount of 
the reserve are tied up in inventories of supplies and 
inventories on hand and not' issued to requesting units. 
(HR) 

RESIDENT-An individual who lives within a given 
administrative unit. (V) 

RESIDENT CHILD- A child who lives within a given 
administrative unit. 00 



RESIDENT CHILDREN PER^QUARE MILE-The 
total number of resident children, by age, who live in a 
given attendance area or administrative unit, divided by 
the number of square miles in the attendance area or 
administrative unit. (V) 

RESIDENT STUDENT-A student whose legal resi- 
dence is within the geographic area served by a 
specified. school, schooUsystem, or institution. (HR, 
IVR-VR) See also ATTENDANCE' CENTER; SCHOOL 
ATTENDANCE- AREA; RESIDENT STUDENT OF 
AN ADMINISTRATIVE UNIT (OR SCHOOL DIS- 
TRICT); RESIDENT STUDENT OF AN INSTITU- 
TION; and RESIDENT STUDENT OF AN AT- 
TENDANCE AREA. 

RESIDENT STUDENT OF ADMINISTRATIVE UNIT 
(OR SCHOOL DISTRICT)-A student whose legal 
residence is within a .specified administrative unit (or 
school district). (V-VR> 

RESIDENT STUDENT OF AN INS11TUT10N-A 
student who resides during a school term in an 
institution -(such as a residential school or residential 
child-caring institution) rather than in a private home. 
(V-VR) See a/so RESIDENTIAL SCHOOL. 

RESIDENT STUDENT OF SCHOOL ATTENDANCE 
AREA-A student whose legal residences within the 
geographic area served by the school he attends. 
(V-VR) See also SCHOOL ATTENDANCE AREA. 

RESIDENTIAL SCHOOL-An educational institution 
in which students are boarded and lodged as well as 
taught. (IV, V, VI, VR) 

RESIDENTIAL SCHOOL FOR SPECIAL EDUCA- r 
TION-A residential school providing a program of 
education for handicapped students. (V, VI-VR) 

RESOURCE CENTER-An instructional space design- 
ed, or adapted, as a place for reading, viewing, 
listening, and otherwise studying about one or more 
specific subject-matter areas, and for the custody, 
circulation, production, and administration of related 
supplies and equipment for the use of the studeht bo'dy 
. and school staff. For inventory purposes, such a space 
is considered to be a school library instructional space 
(VI) / 

RESOURCE UNIT-A written plan or collection of 
materials including.for a given segment of instruction, 
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a variety of learning experiences, resources, and evalu- 
ation techniques from which teachers may select those 

(Vi^ ed bcst s " ited tor cach pupil or sroup of pUpils " 

RESOURCES (as dijtributed by a State education 
agency)-Money, materials, or series which may be 
available to a local or intermediate basic administrative 
unit by or through the State education agency. (VII) 

RESPONSIBILITY-ORIENTED BUDGETING— A plan 
of financial operation expressed in terms of the 
allocation of each organizational unit within the 
. department. Thcxvord "location" is sometimes used to 
reter to the organizational unit. (VII) 
/ 

RESTRICTED GRANTS-ltf-AID-Revenues received 
as grants by the LEA- whit'h must be used for a 
categorical or specjfic purpose. If such money- is not 
completely used by the LEA, it usually must be 
returned to the government unit. Separate accounts 
may be maintained for general source grant-in-aid 
which is not related to specific revenue sources of the 
governmental unit, and for those assigned to specific 
source of revenue as appropriate. (IIR) 

RESTRICTION ON SCHOOL ACTIVITIES-TKe 
manner in which a pupil's school activities are curtailed 
because of a physical condition or for any other 
reason. (V) 

RETAILING (subject matter)-&?<? appendix, p. 167. 

RETAINED PERCENTAGES agreed-on percentage 
of a concrac tor's requisition which is withheld from 
payments pending satisfactory completion of the 
project. (IIB) 

RETENTION^ NONPROMOTION. 

RETIREMENT-Scparation resulting from a staff 
member leaving the LEA in accordance wifh the 
provision of a specific program allowing or requiring a 
staff member to leave upon reaching^ certain age, a 
certain number of years of service, or upon sustaininga 
disability. (IV-IVR) 

RETIREMENT FUND SYSTEM-! plan whereby a 
fund of money, built up through contributions from 
participants and other sources, is used to make regular 
payments to -those who retire from service in the 
educational system by reason of age, disability, or 
length of service. (I, IMV, VIMIR, IVR) 



RETIREMENT PROGRAM-The program adopted by 
an LEA which formally specifies the benefits that staff 
members will receive at various ages and lengths of 
service. (IVR) 

RETRAINING FOR NEW OCCUPATION PRO- 
GRAMS-Lcarning experiences concerned with the 
skills and knowledge required for preparation for 
employment in a new and different occupation (IIR 
IVR) ' . 

RETRIEVAL OF IN FORM ATION-Loca ti ng and re- 
covering information from wherever it may be stored 
(IV, V, VII, VR)~- 

REVENUE LEDGER— The subsidiary ledger in which 
the detailed revenue accounts are maintained. (IIB) 

REVENUES-Addition to assets which .do not increase 
any liability, do not represent the recovery of an 
expenditure, do not represent the cancellation of 
certain liabilities without a corresponding increase in 
other liabilities or a decrease In assets, and do not 
represent contributions of fund capital* in Food Service 
and Pupil Activity funds. (I, II, HB-IIR, IVR) 

REVENUES COLLECTED IN ADVANCE-A liability 
account which represents revenues collected before 
they become due. (IIR) 

REVOLVING FUND-A fund provided to carry out a' 
cycle of operations. The amounts expended from the 
fund are restored from earnings from operations or by 
transfers from other funds so that it remains intact, 
either in the form of cash, receivables, inventory, or 
other assets. These Vunds are also known as reim- 
bursable funds. (I, II, VII, JIR) 

RHYTHM AND BODY MOVEMENT (subject mat- 
ter)--See appendix, p. 194. 

ROOM-Space enclosed with walls or partitions, of 
fixed or movable type, that provide an acceptable 
sound barrier. Rooms with movable walls or partitions 
are counted on the basis of the primary or principal use 
for which designed and not the secondary use for 
which adapted. (Ill) 

RURAL SOCIETY— That portion of organized society 
living in rural areas with emphasis on rural trends 2nd 
problems. (Unpublished VIII) 



ERJC 



-£P4- 



111 



SABBATICAL LEAVER PROFESSIONAL LEAVE. 

SAFE PEDESTRIAN CIRCULATION PATTERNS- 
The determination of that route or set of routes that a 
pedestrian may traverse between two or more points 
which will allow for maximum safety (through avoid- 
ance of high 'accident intersections, minimizing of 
necessary street crossings, etc.). (Unpublished VIII) 

SAFETY AND DRIVER EDUCATION (subject mat- 
ttr)-See appendix, p. 279. 

SAFETY EDUCATION (subject matter)-Se? ap- 
pendix, p. 280. 

SAFETY IN DAILY LIVING (subject matter)-S<* 
♦ appendix, p. 191. 

SALARY-The total amount regularly paid or stipu- 
lated to be paid to an individual, before Reductions, for 
personal -services rendexeiLwhile on .the payroll of the 
LEA. Payments for sabbatical leave are also considered 
assalary.4»/»R*lVR) 

SALE OF FIXED ASSETS-Proceeds from the sale of 
school property. Separate accounts may be maintained 
for sale of real property and for sale of equipment. 
(IIR) 

SALE VALUE- Value of a final product, commonly 
used in determination of value added by manufac- 
turing. (Unpublished VIII) 

SALES AND USE TAX-Taxes imposed upon the sale 
and consumption of goods and services. It can be 
imposed either as a general tax on the retail price of all 
goods and/or services sold within the LEA jurisdiction 
with few or limited exemptions, or as a tax upon the 
sale or consumption of selected goods and services. 
Separate accounts may be maintained for general sales 
tax and'for selective sales taxes. (IIR) 

SALES OF BONDS-Proceeds'from the sales of bonds, 
except that if bonds are sold at a premium, only those 
proceeds representing the par value of the bonds woiild 
be included. The proceeds from the sale of bonds 
constitute a revenue of the Capital Projects Fund but 
not of the LEA as a whole. (IIR) 

SALES TO ADULTS-Money received from adults for 



sale of food products and services. Regular meals or 
food products sold to staff can b<? segregated from 
special dinners and affairs for special purposes by 
maintaining separate accounts. (IIR) 

SALES TO PUPILS-Money received from pupils for 
sale of food products and services. Better financial 
control and analysis and reporting for Federal and 
State reimbursements can be obtained by maintaining 
separate accounts by type of sales, such as type of 
lunch sales, milk program sales, and other sale*. (IIR) 

SALESMANSHIP PRINCIPLES (subject matter)-#* 

appendix, p. 160. R 

SALVAGE VALUE-The actual or prospective selling 

price less the* cost of removal or disposal of buildings 

and equipment that have been retired from service or 

damaged, but are not junked. (Ill) 

SAMPLE-A limited number of cases selected for study 

from a particular population. (Unpublished VIII) 

SCHEDULING CYCLE-fhe period of time over 
which a unit of a school schedule extends before it is 
repeated. Traditional schedules usually have a oneway 
cycle while in more flexible schedules the cycle may 
extend for several days^or* weeks before it is repeated. 
(VI) 

SCHOLARSHIPS-Awards, usually of money or of free 
or reduced tuition, giverr deserving students as recogni- 
tion of achievement or as encouragement. (VR) 

SCHOLASTIC APTITUTDE TEST-An examination of 
the potential of a person to succeed academically, as 
measured by tests of performance. (VR) 

SCHOOL-A division of the school system consisting 
of students comprising one or more grade groups or 
other identifiable groups, organized as one unit with 
one or more teachers to give instruction of a defined 
type, and housed in a school plant of one or more 
buildings. More than one school may be housed in one 
school plant, as is the case when the elementary and 
secondary schools are housed in the same school plant. 
(I,1I,IIMV,V,VI,VII,IIR,IVR.VR) 

SCHOOL, ADULT-&* ADULT SCHOOL. 
SCHOOL, AREA-3** AREA SCHOOL. 

SCHOOL, AREA VOCATIONAL-^* AREA VOCA- 
TIONAL SCHOOL. 

SCHOOL, AVERAGE MEMBERSHIP PER-S<* 
AVERAGE MEMBERSHIP PER SCHOOL. 



• SCHOOL, BOARDING r See BOARDING SCHOOL. 

SCHOOL, BUSINESS-See BUSINESS SCHOOL. 

x SCHbOL, COMMUNITY '-See COMMUNITY SCHOOL. 

SCHOOL, COMPREHENSIVE HIGH-See COMPRE- 
HENSIVE HIGH SCHOOL. 

SCHOOL, DAY-See DAY SCHOOL. 

SCHOOL, DEPARTMENT OF DEFENSE OVERSEAS 
DEPENDENTS-See DEPARTMENT OF DEFENSE 
OVERSEAS DEPENDENTS SCHOOL. 

SCHOOL, ELEMENTARY-See ELEMENTARY 
SCHOOL. 

SCHOOL, EXTENDED SECONDARY-See EX- 
TENDED SECONDARY SCHOOL. 

SCHOOL, FIVE-OR 6 YEAR HIGH-See FIVE-OR/6 
YEAR HIGH SCHOOL. < 

SCHOOL, FOUR-YEAR HIGH-See EQUR-YEAR 
HIGH SCHOOL. \ * 

SCHOOL, GRADED-See GRADED SCHOOL. 

SCHOOL, INCOMPLETE HIGH-See INCOMPLETE 
HIGH SCHOOL. 

SCHOOL, INDEPENDENT AMERICAN OVER- 
SEAS-See INDEPENDENT AMERICAN OVERSEAS 
SCHOOL. 

SCHOOL, INDEPENDENT NONPROFIT-See INDE- 
PENDENT NONPROFIT SCHOOL. 

SCHOOL, INDEPENDENT PRQPRIETARY-See IN- 
DEPENDENT PROPRIETARY SCHOOL. 



SCHOOL, LABORATORY, MODEL, OR PRAC- 
TICE-See LABORATORY, MODEL, OR PRACTICE 
SCHOOL. 

SCHOOL, MIDDLE-See MIDDLE SCHOOL. 

• SCHOOL, MIDDLE/JUNIOR HIGH-See 
MIDDLE/JUNIOR HIGH SCHOOL. 

SCHOOL, MODEL-See MODEL SCHOOL * -v 

SCHOOL, NEIGHBORHOODS NEIGHBORHOOD 
SCHOOL. i. 

SCHOOL, NONGRADED-See NONGRADED 
SCHOOL. 

SCHOOL, NONPUBLIC-See NONPUBLIC SCHOOL. 

SCHOOL, NURSERY-See NURSERY SCHOOL. 

SCHOOL, ONE-TEACHER-See ONE-T&ACHER 
SCHOOL. 

SCHOOL, PREPRIMARY-See PREPRIMARY 

SCHOOL. ' 



SCHOOL, PRIMARY-See PRIMARY SCHOOL. 



SCHOOL, IN-MIGRATION INNER CITY-See IN- 
I MIGRATION INNER CITY SCHOOL. 

I SCHOOL, JUNIOR HIGH-See JUNIOR HIGH 
,' SCHOOL. 

J SCHOOL, JUNIOR-SENIOR HIGH-See JUNIOR- 
SENIOR HIGH SCHOOL. 

' SCHOOL, KINDERGARTEN -See KINDEROARTRN 
I SCHOOL. . 
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SCHOOL, PRIVATE OR NONPUBLIC-See PRIVATE 
OR NONPUBLIC SCHOOL. 

SCHOOL, PUBLIC-See PUBLIC SCHOOL. 

SCHOOL, REGULAR 4-YEAR HIGH-See REGULAR 
4-YEAR HIGH SCHOOL. 

SCHOOL, RESIDENT! A L-See RESIDENTIAL 
SCHOOL. 

SCHOOL, S E CO N D A RY-See SECONDARY 
SCHOOL. 

SCHOOL, SENIOR HIGH-See SENIOR HIGH 
SCHOOL. 

SCHOOL, SINGLE-See SINGLE SCHOOL. 
SCHOOL, SPECIAL-See SPECIAL SCHOOL. 
SCHOOL, SUMMER-See SUMMER SCHOOL. 
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SCHOOL, TECHNICAL HIGH-See TECHNICAL 
HIGH SCHOOL. , « 

SCHOOL, UNGRADED ELEMENTARY-See UN- 
GRADED ELEMENTARY SCHOOL. 

SCHOOL, UNGRADED HIGH-See UNGRADED 
"HIGH SCHOOL^ * 

f r- 

SCHOOL, UNGRADED-See UNGRADED SCHOOL. 

SCHOOL, VOCATIONAL OR TRADE HIGH-See 
VOCATIONAL OR TRADE HIGH SCHOOL. 

SCHOOL ADMlNISTRAlioN-Consists of those activ- 
% ities winch have overall administrative responsibility 
'* for a single school or a group of schools. (IIR, IVR) w 

SCHOOL AGE-See AGE AS OF SEPTEMBER 1 and 
COMPULSORY SCHOOL ATTENDANCE AGE. » 

SCliOOL APPROPRI ATI ON-Mo ney -received out of 
funds set aside periodically byjhe appropriating body 
(district meeting, -city council, or other |oyernmental 
bodies) for school purposes; which funds rjave rfot been 
specifically collected as school taxes. (II, IiR) * 

SCHOpL ATTENDANCE AREA r The geographic aVea 
which is secved by a school. It does not .necessarily^ 
constitute a local taxing unit and likewise does not 
necessarily have an independent system of 'administra- 
tion. Attendance areas for elementary spools may or, 
* may aot be coterminous with attendance areas ffcr 
secondary schools. (I, V, VII, VR) 

, SCHOOL BOARD-f&e BOARD OF EDUCATION. 

SCHOOL BREAKFAST PROGRAM (NATIONAL)- A 
program whereby the Secretary of Agriculture assists 
State education agencies through grants-in-aid and 
other means to establish, maintain, operate, and 
expand nonprofit breakfast programs in all schools 
making application for assistance and agreeing to 
operate a nonprofit breakfast program in accordance 
with regulations of the Child Nutrition Act v as amend- 
ed. (VR) 

SCHOOL CAFETERIA-See CAFETERIA. 

SCHOOL CENSUS-An enumeration and collection* of 
data, as. prescribed by law, to determine the name, age, 
address, and other pertinent information about chil- 



dren And youth who reside within the geographic 
boundaries of a local education agency. (IV, V, 
VHJVR.VR) C 

SCHOpL CENSUS AGE-1|ie age span of.children an<J 
*youth incfuded in the school census.-(V, VII, VR) 

SCHOOL DISTRICT-A term used synonymously with 
the term 'local baSic administrative unit/ 1 (II, HI, IV, 
V. .^yi, VR) See also {-OCAL BASIC ADMINISTRA- 
TIVE llWlT. * * • 
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•SCHOOL. DISTRICT' t REORGANIZATEON-The 
.changing df boundary .lihes of local or mterrhediaie 
basic •administrative unitst the merging of existing 
districts, and the qreation of new districts, under- the 
provisions of State, law* (VII) 

• to 

SCHOOL" FACILITY— A building or site belonging to 
or used by a school or school system 'for school 
purposes. (V) t fiL 

SCHOOL FINANCE-The sysjfi*, methods, and pro- 
cedures whereby funds are provfyed f or the support of 
education. (VII) N 

SCHOOL FISCAL YEAR-See SCHOOL YEAR 

' - * , 

SCHOOL FOR EXCEPTIONAL CHiLDREN-A 

* special school composed of children who have been 
identified, by professionally qualified personnel as 
'requiring special educational planning and services. 
(I/I-V-VI) See also EXCEPTIONAbCHlLDREN. 

r SCHOOL HOLIDAY— A day on .which school is not 
conducted either because of legal provisions or because 
of designation by the board of education as a holiday. 
Since such days are not considered as. days in session, 
the students are considered as being neither present nor 
absent on school holidays. (V, VI, VR) 

SCHOOL LEADER- A term used synonymously with 
the term "dr^out." (VR) See DROFQUT. 

SCHOOL LIBRARIAN ASSIGNMENT-An assignment 
to a staff member to perform professional school 
library service activities such a^s ordering, cataloguing, 
processing, and circulating books and other materials; 
. planning the use of the library by teachers, pupils, and 
others; selecting books and materials; participating in 
- faculty planning /or the use of books anaV materials; 
and guiding teachers, pupils, and others in the use of 
the library in school^programs. (V) 



SCHOOL LIBR-ARY-An instructional space designed, 
or adapted, as a place for study and reading, and for 
the'-custody, circulation, and administration of a 
' collection of books, manuscripts, and periodicals kept 
, lor the use of the student body and school staff, but 
not tor sale. Study carrels, audiovisual, storage, and 
other service areas opening into, and serving as adjuncts 
to, a particular library are considered parts of the 
library area. When school library services and audio- 
visual services arc located in the same instructional 
space, this space frequently is referred to as an 
"instructional materials center." (IH-VI) 

SCHOOL LIBRARY SERVICES-Activiiies such as ' 
selecting, acquiring, preparing, cataloging, and circu- 
lating books and other printed materials; planning the 
use ol the library by- teachers and other members of 
the mstructional srjfff; and guiding instructional staff 
members in their use of library books and materials 
whether maintained separately or as a pa'rf of ^n 
instructional materials center or related work-study 
^ircy;iV.V[, IVR) 



SCHOOL LUNCH-Ahy lunch served by the school 
approximating the minimum nutritional standards of 
the U.S. Department of Agriculture, regardless of who 
. pays for it. (V) See also NATIONAL SCHOOL LUNCH 
PROGRAM. 

SCHOOL MONTH-For school recordkeeping pur- 
poses, a period frequently construed to comprise 20 
school days, or 4 weeks of 5 days each. (VI) - 

e 

SCHOOL PLANT-The site, buildings, and equipment 
constituting the physical facilities -used by a single 
school or by two or more schools sharing the use of 
common facilities-. (I, II, HI, IV, V, VI, VII, IVR, VR) 

SCHOOL PROPERTY-Land, improvements to site 
buildings^and equipment used for public school 
purposes, including both publicly-owned and non- 
pubhcly owned. (Ill) 

SCHOOL PSYCHOLOGIST-A staff member who, in 
• aJdmon io performing assigned professional services of 
psychological evaluation and analysis of pupils through 
such activities as measuring and interpreting the pupils' 
niu-lleciual, - emotional, and social development, and 
diagnosing educational personal disabilities of the 
pupt(s, also serves the school system through such 
activities as collaborating in planning appropriate edu- 
cational programs, conducting research in the area of 



pupil adjustments and behavior, and assisting other 
staff members with specific problems of a psycho- 
logical nature and broadening their understanding of 
the psychological forces with which they deal. (IV) 

SCH00L t SESSI0N-5ee SESSION. 

SCHOOL SITE-The land and all improvements to the 
site, otiier than structures, such as grading, drainage 
drives, parking areas, \valks, plantings, play courts, and . 
playtields. (I, II, III, VII, IIR, IVR) ' ' 

SCHOOL SOCIAL WORK-Professional services tfor 
\ the assistance in the prevention and solution of 
\ personal, social, and emotional problems. of pupils 
^wluch involve family, school, and community relation- 
ships when such problems have a bearing upon, the 
quality -of the school work of tke.pupll (IV VI VII) 
jSee also ATTENDANCE and SOCIAL WORK SERV- 
ICES. 

SCHOOL SYSTEM-A1I the schools and 'supporting 
serwces controlled by a board of education or'by any ■ 
other organization which operates one or more schools 
(IV, V, VI-IIR, IVR-VR) See also LOCAL EDUCA- 
TION AGENCY. 

SCHOOL TERM-A prescribed span of time (e.g., a 
number of days, weeks, "or months) when school is 
open and the students are under the guidance and 
, direction of teachers. (IV, V, VI, VII, IIR, IVR-VR) 

SCHOOL YEAR-The 12-month period of time de'- 
noting the beginning and ending dates for school 
accounting purposes, usually from July 1 through June 
30. This sometimes is referred to as the "school fiscal 
year." (IV, V, VI-VII, IVR-VR) See also, REGULAR 
SCHOOL TERM. 

SCHOOLBUS-A vehicle used for transporting students 
with a manufacturer's rated seating capacity of 12 or 
more. (Seating capacity figures on the basis of at least 

V-VutlR IVR)" 3 ' SPaCC PUPiL) (I ' UWV ' 

SCHOOLBUS ACCIDENT- 
schoolbus, when in authorized use, Which results in 
personal injury or property damage, as when a child is 
injured by. the bus or on the bus> orUe involving a 
child immediately before boarding the bus (if the bus is 
arriving to take on children) or immediately after 
leaving the bus (befdre the bus has left the scere) (I) 
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SCHOOLBUS DRIVER-See BUS DRIVER. 

SCHOOtBUS RUN-The course followed by a school- 
bus during a continuous trip enroute to or from school, 
fronrthe first pickup of students to final unloading at 
school, at a transfer point, or at the last bus stop. (VR) 

SCHQOLDAY-That part of a calendar" day when 
school is in session. (IV, V, VI, VII, VR) 

schoolhgOsing authority-^ public- 
schoolhousing authority? 

SCOPE OF ASSIGNMENT-The scope of the applica- 
' Won of an identified assignment made to a* staff 
inember."%he three categories of scope of assignment 
are (I) systemwide, (2) more than one school or. 
Supporting services facility but less than systemwide, , 
and (3>) single school or supporting services facility. 

SCRAP VALUE-Sec SALVAGE VALUE. 

SEA-See $TATE EDUCATION AGENCY. 

i * . * ' 

SECONDARY ECONOMIC ACTIVITIES-Production 
througli aheration', processing, and finishing of original 
material^ Typified by manufacturing, construction, 
and certain ^utilities. {Soc Appendix 5, Standard In- 
dustrial Classification.) (Unpublished VlH) . 

SECONDARY INSTRUCTIONAL LEVEL-The gen- 
eral level of instruction provided for pupils in secon- 
da# schools and any instruction of a comparable 
nature and difficulty provided for. adults and yemth 
b$yon<f the age of compulsory schoolattendance. (IV, 
^Vl)See also SECONDARY SCHOOL/ 

SECONDARY , SCHOOL-A, school, composing any 
span of grades beginning \Vith the ne*t gradeVollowing 
an elementary or middle school and ending with or 
below grade l& (I, II,HI;IV, VIVI, IIR, IVR, VR) 

SECONDARY SClfOOL PLANi[-A plant -that houses 
on a permanent basis one school only -a school 
comprised of a'ny span of grades beginning with the 
"next grade* following elementary: school and ending 
with or below grade 12, includjpgyunior high schools, 
the different types-of high school^, and vocational or 
trade high schools. (I II) ^ 

SECURITIES-Bonds, notes, mortgages, ox other forms 



of negotiable or non-negotiable instruments. (II, 
IIR) 

SECURITY SERVICES-Activities concerned with 
maintaining order and safety in school buildings at all 
times, on the grounds, and in the vicinity of schools. 
Included are police activities for school functions and 
traffic' control, on grounds and in the vicinity of 
schools. (IIR,lVR) 

SEGREGATION-A selection process by which homo- 
geneous units become grouped together to form 
clusters. (Unpublished VIII) 

SELF-CONTAINED CLASS-A class having ^the same 
teacher or team of teachers for all or most of the daily 
session.. (IV, V, VI,VII-VR) 

SELF-DIRECTED LEARNING-A systematic process 
in which an individual takes responsibility, in col- 
laboration with others, for diagnosing his own learning 
needs, formulating his learning objectives, planning and 
engaging in a sequence of learning experiences to 
achieve these objectives, and evaluating progress to- 
ward these objectives. (Unpublished IX) . ~\ 

SEMESTER-Half of 3 regular school term, usually 16 
' to 16 weeks in duration. (V, VI, IVR) 

SEMESTER CREDIT HOUR-A unit* of measure fre- 
quently used in higher education, denoting class 
meetings for one hour a week for an academic 
semester, generally about eighteen weeks time. Satis- 
factory completion of a ^course scheduled for 3 class 
sessions (or the equivalent) per week in an academic 
semester earns 3 semester hours. (IV-VI-VIMVR) 

SEMI-FIRE RESISTIVE BUILDING-A building with 
fire-resistive exterior and bearing walls and fire-resistive 
corridor and stairway walls, floors, and ceilings, but 
with ordinary construction otherwise, .such as com-* 
bustible floors, partitions, roofs, and finish. (Ill) 

SEMI-SKILLED LABOR-An arbitrary classification 
that requires" less graining (as for a few weeks) and 
demands' the exercise of less independent judgment 

*\han skilled labor and more than unskilled* labor. 

"(UnpuMshed VIII) 

SENIOR HIGH SCHOOL- A secondary school offering 
the" - final years of high school work necessary for 
graduation and invariably preceded by a junior high 
school. (IJI, IIMV, V; VUIR, IVR, VR) 



SEPARATION-The severance of jhe> employment 
relationship between the staff member and the LEA. 
(IVR) 

* 

SEPARATION BY DEATH-Separation resulting from 
death of a staff member. (IVR) 

SEPARATION BY MUTUAL AGREEMENT-Separa- 
lion resulting from a decision, arrived at jointly by both 
the staff member and the LEA. (IVR) . * n 

SEQUENCE-The order of presentation of aspects of 
the instructional program, as within a grade, a course, 
or a series of grades or courses. (VI) 

SEQUENTIAL STUDY-A plan for the logical ordering 
ot the presentation of various aspects of content and 
learning experiences, whether among a series "of 
schools, among a series of grades or courses, or within a" 
grade or course. (VI) 
\ 

SERIAL BONDS-Issues redeemable by installments 
each of which is to be paid in full,' ordinarily out of 
revenues of the fiscal year in which it matures, or 
revenues of the preceding year, (II, HR) 

SERIOUSLY EMOTIONALLY DISTURBED-Individ- 
uals identified by professionally qualified personnel as 
having an emotional handicap of such a nature and 
severity as to require one or more special services, v 
whether -or not such services are available. Such* 
services-for conditions such as autism, schizophrenia, 
and otlur psychotic conditions-include but are not 
limited to institutional care, other professional treat- 
ment or care, and instruction in special 6lasses on a 
tull-thne or parMime basis. (V-VR) 

SERVICE-Those activities which provide some sup- 
port benefit to another person, agency, or institution. 
( II> IVR) 

SERVICE AREA-A division of an LEA's operation 
, consisting of activities which, regardless of their nature, 
have the same general operational objective. It is the 
third level of function. (IV, IIR, IVR) 

SERVICE AREA DIRECTION-Pertains to directing 
and managing the Service Area of any function. It 
includes activities of all those engaged in managing and 
directing a given area. (IIR, IVR) 



SERVICE CLUB- An organized group of members 



having as their .common purpose working for the 
benefit of others Voluntarily, by request or to fulfill a 
social need. (Unpublished VIII) 

SERVICE INDUSTRIES (subject matter)^ appen- 
dix, p. 205. 

SERVICES, ANCILLARY-^*? ANCILLARY- SERV- 
ICES. . , 

r 

SERVICES, ATTENDANCE-Sec ATTENDANCE 
SERVICES. , 

•> 

SERVICES, AUDIOLOGY— See AUDIOLOGY SERV- 
ICES. 

. *» 

SERVICES, AUDIOVISUAL-See AUDIOVISUAL' 
SERVICES. 

SERVICES, AUDIT-See AUDIT SERVICES. 

SERVICES, BOARD OF EDUCATION-See BOARD 
OF EDUCATION SERVICES. 

SERVICES, BOARD SECRETARY-See BOARD SEC- 
RETARY SERVICES. 

SERVICES, BOARD TREASURER-See BOARD 
TREASURER SERVICES. ' — 

SERVICES, BUDGETING-See BUDGETING SERV- 
ICES. * 

SERVICES, BUILDING ACQUISITION CON-CSf 
STRUCnON, AND IMPROVEMENT-See BUILDING"/ 
ACQUISITION, CONSTRUCTION, AND IMPROVE- V 
MENT SERVICES. . ' 

SERVICES, BUSINESS SUPPORT-See BUSINESS 
SUPPORT SERVICES. 

SERVICES, CARE AND UPKEEP pF BUILDING- 
See CARE AND UPKEEP OF BUILDINGS SERV- 
ICES, k 

» 

SERVICES, CARE AND UPKEEP OF EQUIPMENT- 
'S^ CARE AND UPKEEP OF EQUIPMENT SERV- 
ICES. 

SERVICES, CARE AND UPKEEP OF GROUNDS- 
See CARE AND UPKEEP OF GROUNDS SERV- 
ICES. 



JC 



-no- 



li? 



. SERVICES, COMMUNITY. -S'S COMMUNITY SERV- SERVICES, GUIDANCE— See GUIDANCE SERV- 
ICES. • • . IC ^ S ' * 

SERVICES COMPUTER-ASSiSTED ...INSTRUC SERVICES, HELPING-TEACHER— See HELPING- « 

TION-See' COMPUTER-ASSISTED INSTRUCTION TEACHER SERVICES; 

SERVICES. , SERVICES, IMPROVEMENT OF INSTRUCTION- 

/-SERVICES, CONTRACTED^ CONTRACTED See IMPROVEMENT OF INSTRUCTION SERVICES. 

services! - 



SERVICES, COUNSF-LING-See COUNSELING 
SERVICES, t 

SERVICES, DATA PROCESSING-See DATA PROC- 
ESSING SERVICES, - 

SERVICES, DENTAL-See DENTAL SERVICES. ■ 

SERVICES, DIRECT-See DIRECT SERVICES. ! 

■* 

SERVICES, EDUCATIONAL MEDIA— See EDUCA- 
TIONAL MEDIA SERVICES. 

SERVICES, EDUCATIONAL SPECIFICATIONS' DE- 
VELOPMENff-See EDUCATIONAL SPECIFICA- 
TIONS DEVELOPMENT SERVICES. 



SERVICES, EDUCATIONAL TELEVISION-See ED 
UCATIONAL TELEVISION SERVICES. • 



SERVICES, INDIRECT— See INDIRECT SERVICES. 

SERVICES, * INFORMATION— See INFORMATION 
SERVICES. * - * 

SERVICES, INSTRUCTION AND CURRICULUM DE-* 
VELOPMENT— See INSTRUCTION AND CURRICU- 
LUM DEVELOPMENT SERVICES. '■ 

SERVICES, INSTRUCTIONAL STAFF TRAINING- 
See INSTRUCTIONAL STAFF TRAINING SERV- 
ICES. 

SERVICES, INTERNAL AUDITING— See INTERNAL. 
AUDITING SERVICES. * ' * . 

SERVICES, INTERNAL INFORMATION— See IN- 
TERNAL INFORMATION SERVICES. . 



SERVICES, LAND ACQUISITION AND DEVELOP-' 
MENT-See LAND ACQUISITION AND DEVELOP- 

SERVICES, EVALUATION-See EVALUATION MENT SERVICES. 

SERVICES. , . SERVICES, LEGAL-See LEGAL SERVICES. 

SERVICES EXECUTIVE ADMINISTRATION— See . 

EXECUTE ADMINISTRATION SERVICES. SERVICES, , MANAGEMENT INFORMATION— See 

bAb ; MANAGEMENT INFORMATION SERVICES. 

SERVICES EXTERN AL-See EXTERNAL SERV- . 

ICES tAltKINA ' SERVICES, MEDICAL— See MEDICAL SERVICES. • 

SERVICES FACILITIES ACQUISITION AND CON- SERVICES, MONITORING -See 4 MONITOJRING* 

STRUCTIoWee FACILITIES ACQUISITION AND SERVICES. 

CONSTRUCTION SERVICES. - SERVICES, NONPUBLIC SCHOOL PUPIL— See NON- 
SERVICES FINANCIAL. ACCOUNTING-See FLN- PUBLIC SCHOOL PUPIL SERVICES: 
ANCIAL ACCOUNTING SERVICES. « SERVICES, NURSE^ee NURSE SERVICES, 

SERVICES, FlSCAL-See FISCAL SERVICES. ', • 

- . , SERVICES, OFFICE OF THE .PRINCIPAL— See OF- 

SERVICES, FOOD-See FOOD SERVICES. FICE OF THE PRINCIPAL SERVICES. 

. SFRVICFS FOOD PREPARATION AND DISPENS- SERVICES, OFFICE OF THE SUPERINTENDENT- 
S' SobD ^S^W^TmSPENSINO See OFFICE OF THE SUPERINTENDENT SERV- 
SERVICES. 1 ICES ' 
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• SERVICE?, PAYROLI — See PAYROLL SERVICES. ESS mSSSJT"^ "* 

SERVICES. PLACEMENTS PLACEMENT SERV. SERVICES; PUPIL TRANSPORTATIONS P UPI L 

. , . TRANSPORTATION SERVICES. 

. .SERVICES, PLANNING^ PLANNING SERVICES. SERVICES, PURCHASED-^ PURCHASED SERV- 

SERVICES, PLANNING, RESEARCH, DEVELOP- ' 

-™g; .Chasings purchase 



SERVICES. 

SERVICES, PRINTING, PUBLISHING, AND DUPLI- 
CATING-See PANTING, PUBLISHING, AND DUP- 
LICATING SERVICES. ; . 

SERVICES, PROFESSIONAL AND TECHNICA' See 
' PROFESSIONAL-AND TECHNICAL SERVICES. 

SERVICES, .PROGRAMING-^ PROGRAMING 
SERVICES. 

! > 

. SERVICES, PROPERTY ACCOUNTING— See PROP- 
ERTY ACCOUNTING SERVICES. 

-S . 

SERVICES, PSYCHOLOGICAL-See PSYCHOLOGI- 
CAL SERVICES. 

' SERVICES, PSYCHOLOGICAL COUNSELING-^ S S0C,AL WpRK 

PSYCHOLOGICAL-COUNSELING SERVICES. * tKV - S ' 



SERVICES, RECEIVING AND DISBURSING-See 
RECEIVING AND DISBURSING SERVICES. 

SERVICES, RECORDS MAINTENANCE-See REC- 
ORDS MAINTENANCE SERVICES 

f . *-v 

. SERVICES,. RESEARCH-See RESEARCH SERV- 
ICES. " 

SERVICES, SCHOOL LIBRARY-See SCHOOL LI- ■ 
BRARY SERVICES. 

SERVICES, SECURITY-^* SECURITY SERVICES. 
SERVICES, SHARED-See SHARED SERVICES. 



SERVICES, PSYCHOLOGICAL TESTING-See 
PSYCHOLOGICAL TESTING SERVICES. 

SERVICES, PSYCHOTHERAPY-See PSYCHOTHE- 
RAPY SERVICES. 

SERVICES, PUBLIC INFORMATION-See PUBLIC 
INFORMATION SERVICES. 



SERVICES, SPEECH PATHOLOGY^ SPEECH 
PATHOLOGY SERVICES. 

SERVICES, SPEECH PATHOLOGY AND AUDIOLO- 
GY-SV* SPEECH PATHOLOGY AND AUDIOLOGY 
SERVICES. 

SERVICES; STAFF-See STAFF SERVICES. 



SERVICES, PUBLIC LIBRARY-See PUBLIC LI- 
BRARY SERVICES. 



SERVICES. STAFF RELATIONS AND NEGOTIA- 
TION-^ STAFF RELATIONS AND NEGOTIA- 
TION SERVICES. r 

• WsIrVIC™"' PUBUC f"™* AND FEDERAL RELATIONS- 

See STATE AND FEDERAL RELATIONS SERVICES. 
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SERVICES, STATIST^CAL-See STATISTICAL 
SERVICES. 

SERVICES, STATISTICAL ANALYSIS-See STATIS- 
TICAL ANALYSIS SERVICES. 

SERVICES, STATISTICAL REPORTING<-See STA- 
TISTICAL REPORTING.SERVICES. 

SERVICES, SUPPORTING-See SUPPORTING SERV- 
ICES'. . 

SERVICES, VEHICLE SERVICING AND MAINTE- 
NANCE-^ VEHICLE SERVICING AND MAINTE- 
NANCE SERVICES. . 

SERVICES, VOLUNTEERED-See VOLUNTEERED. 
SERVICES. 

SERVICES, WAREHOUSING AND DISTRiBUTING- 
See WAREHOUSING AND DISTRIBUTING SERV- 
ICES. 

SESSION-Thc period of time during'the schoolday 
when a given group of students is under the guidance 
and direction of teachers. (IV, V, VI, VR) See also 
FULL-DAY SESSION and HALF-DAY SESSION. 

SEVERELY MENTALLY RETARDED-Mentally re- 
tarded individuals for whom neither self-support nor 
significant improvement in performance is anticipated. 
(VI,VR\ 

SEX RATip-In the United States, the number of 
•males per 100 females within a specified population. 
(Unpublished VIII) 

SHARED FACILITIES-Either public school buildings, 
sites, or equipment regularly used without rental fee by 
nonpublic school pupils who areAinder the immediate 
supervision and control of nonpublic school officials, 
or nonpublic school buildings, sites, or equipment 
regularly used without rental fee by public school 
pupils who are under the immediate supervision and 
control of public school officials. (VI) 

SHARED REVENUE- Revenue wIUcIms levfed'by We~ 
governmental unit but shared, usually in proportion to 
the amount collected, with another unit of government 
ordass of governments. (IIR, IVR) 

SHARED SERVICES-An arrangement whereby'serv- 



ices provided by one school or school systepa are made 
available without charge ot, another school qr school 
system. To "illustrate, the* health- services or.school 
littrary services pf a given public school might be made 
zavailafele without charge to. pupils of- a neighboring * 
Nonpublic school on a set schedule or as required, with . 
persons providing such services tjeing staff members of g 
the public school, regardless of -the .location at which 
the services are provided. (VI) 

SHARED TAX-See SHARED REVENUE. 

SHARED TIME-See DUAL ENROLLMENT. . 

SHELTERED . WORKSHOP.-An enterprise, usually 
nonprofit, providing remunerative employment and/or 
rehabilitative activity under appropriate supervision 
and direction fdr workers having one or more handi- 
capping conditions-physical, mental;' or emotional-of 
• such degree that normal competitive employment is 
unsuitable or unavailable. (VI) 

SHQP ROOM-A special instructional space designed 
or provided, with special built-in equipment, for^ devel- 
oping manipulative and related skills. The type Of shop 
room should be specified. (III-VI) See also SPECIAL 
CLASSROOM.' 

SHORTHAND, STENOGRAPHIC, AND SECRE- 
TARIAL (subject matterjf-See appendix, p. 160. ^ 

SrfORJ-TERM LOANS-A loan payable in 5 years or 
less, .but not before the end of the current fiscal year, 
(ii; IIR) See also CURRENT LOANS. 

SHOWER ROOM-A room designed as such and 
equipped with individual shower stalls or group show- 
ers. It may also contain drying areas, towel storage and 
issue arias, dressing and locker are?*, lavatory areas, 
and service toilet areas. (Ill) 

SICK LEAVE-Lcave permitted staf/ members for 
illness. (IV-IVR) 

SINGLE FUND ACCOUNTING (State education agen- 
cy)-A budgeting and accounting procedure for the 
^State^ department of "e^ucatioy through which all 
receipts and expenditures are handled in a single fund. 
(VII) ' 1 

SINGLE SCHOOL-Activittes which extend or apply 
to only a single attendance'area. frlR, IVR) 

/ 



SINKING FUNQ-Money which has been sat aside br 
invested for the definite purpose of meeting payments 
. on debt at some future time. It is-usually a fund set 'up 
, for the purpose of accumulating money over a period 

• of years in order to have money available. for the 
redemption of long-term obligations at the *date of 
maturity. (I, II, lfl,VII, IIR)-, 

SJTE-A piece of land and all improvements to it other 
, than-structures. (Ill) See also SCHOOL SITE. 

^ SITE ADDITION-Land acquired and /added .to a 
' , previously-acquired site. (Ill) 

SKILLED LABOR~An arbitrary classification that 

- requires workers to have skill and training in a 
, particular occupation, craft, or trade, and full compe- 
tence in the assigned task. (Unpublished VIII) 

SKILlS-Abilities acquired by observation, stildy, or 

• experience in {Rental and/or physical performance 
(e.g., proficiency in planning and investigating, opera- 
tional teqhniques,.comprehension, organization, execu- 
tion, remembrance, and application of knowledge to 
acquire a desired result) basic to the mastery of school 
work or other activity. (VI) 

* 

SLOW LEARJNERS-Students who display evidence of 
having difficulty in Adjusting to Jhe usual curriculum in 
^ one or more academic areas, requiring modification of 
' school* offerings within the regular,classro.om in order 
to attain maximum growth and development. The term 
shoyld be used in referring "to the student's capability 
imspecific academic, areas. rather than to the student's 
gerierallevel of mental ability..(V-VR) 

- SMALL ENGINER REPAIR (INTERNAL, COM BUS- 
TION) (subject matter)-5ee appendix, p". 264. . ■ 

SMALL PUPIL TRANSPORTATION VEHICLE- Any 
of the pupil transportation vehicles with a manufac- 
< turer's rated^ting capacity of fewer than 1 2. (Seating 
Capacity figured jm the basis of at least 13 inches'oT 
seat space per pupil.) (I, H-IIMV) 

$OQAL HANDICAP-An abnormality or variation in 
interpersonal relationships that adversely affects the * 
social adjustment of an individual. (V, VI) 

SOCIAL SCIENCES/SOCIAL STUDIES (subject mat- 
ter-See appendix, p. 237. 



SOCIAL SECURITY NUMRER-Tlie number assigned, 
to a person by the Social Security Administration. (IV, 
IVR.VR) ' * 

SOCIAL WORK-Activities concerned with (he preven. 
tion of, or solution ta, those personal, social, and 
emotional prrfblems of individuals which involve such 
. rclationsliips as those of the family, school, and 
community. (IIR,IVR)' 

SOCIAL WORK ASSIGNMENT*- An assignment to 
assist in the prevention Q f, or solution to, those 
personal, social, and emotional problems of individuals 
-which involve such relationships as those of thq family, 
school, and community. (IV, IIR^IVR) 

SOCIAL WORK PERSONNEfe-See SOCIAtx 
WORKER. 

SOCIAL WORK SERVICES-Activities such as investi- 
gation and assessment of pupil problems arising from 
thVhcime, school, or community; casework and t group 
work services for pupils and'families; interpreting the 
problems gf. pupils for other staff members; and' 
promoting change in the circumstances surrounding the 
individual pupiVwhich are rclajtcd to hi$ problem. 

SOCIAL WORKER-A staff member assigned to per- 
form professional services in assisting in tne prevention 
of or soli^tion to the personal, social, and emotional 
problems of pupils which involve family, school, and 
* community relationships when such problems' have a 
bearing upon the quality of the school work of the 
pupil. (IV) - 

SOCIALLY *ANJ)/OR EMOTIONALLY HANDI- 
CAPPED-PupilsMdentified^by professionally qualified 
personnel as having a social and/or emotional handicap", 
e.g., emotionally disturbed and delinquency prone. (VI) 

SOCIALLY MALADJUSTED-Students identified by ~ 
professionally qualified personnel as liavipg unusual 
difficulty or unacceptable behavior in interpersonal. - 
relationships to an extent as to require special services 
(V,VI-VR) • 

SOCIETV-7A group- of people with a common and at 
least somewhat distinct culture who occupy a particu- 
lar geographic area, have a feeling of unity, and regard 
themselves as a distinguishable entity. It includes all or 
most of* the basic social institutions required to meet 
'basic human needs and is independent on that it 
includes all of-the oiganizational forms necessary for 
its own survival. (Unpublished VIII) 
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SOCIOLOGY (subject matteO-i?<?£ appendix, p. 245. 

SOFTWAR^-rPrograming systems, libraries, and other 
programing and non-hardware operating -aids; some- 
times extended toancludi all saies support provided by 
a computer, manufacturer such as training, reference 
njaterial, and installation planning. (VII) * u 

m SO$HCifaORE-In college, a student who has com- 
plctcdmore than thcrcquirednumber of credit hours 
for completion of the firsVyear of study, but has not 
completed the requirements for the secontt year.-Tlie 
term is also used frequently in referring to a*high v 

school student in grade 10. (VR) • { 

• * 

- * 

SOURCE OF FUNDS-Identifies v the agency, gevvern- 
mental % or otherwise, wliich appropriates the money 
used By a local school or LEA. (IIR, IVR) 

.SPECIAL ASSESSMENT- A compulsory, levy made by * 
a local government* againsi certain properties to defray 
part or all of the cost of a specific improvement or 
service which is-presumed to be of general benefit to 
the public and of special benefit to the. owners of such 
properties. (II, HR) . ' , 

SPECIAL CLASS FOR EXCEPTIONAL PUPILS-A 

class, composed of exceptional children or of adults 
identified as exceptional, for whom a program of 
special education is provided. (V, tfl) See also EXCEP- 
TIONAL CHILDREN and SPECIAL EDUCATION. 

/• / 
SPECIAL COST CENTERS-A dimension for accumu- 

\ lahflg additional details pn costs of a segment of an 

existing cost center or for accumulating costs of a 

temporary programs project for evaluative purposes. 

(IIR, IVR) See also COST CENTER, 

SPECIAL EDUCATION-Consists of direct instruc- 
tional au.'vities . designed primarily to deal with the 
following pupil exceptionalities: (I) physically handi- 
capped; (2) emotionally disturbed; (3) culturally differ- 
ent including compensatory etjftjcation; (4) mentally 
retarded; and (5) mentally giUed'and talented. The 
Special Education Services Area includes Preprimary, 
Elementary, Secondary,- Postsecondary, and Adult/ 
Continuing Education. (V, VI, VII-HR, IVR) 

*» SPECIAL EDUCATION CLASSES-Classes organized 
for the particular purpose of providing instruction to 
' exceptional children* (III) 



SPECIAL FUND-Any fund other than the general 
fund. (II, IIR) * 

SPECIAL INSTRUCTION ROOM-A joom or suite of 
rooms provided with special .equipment and used for 
specialized learning' activities such 'as kindergarten h 
. rooms, laboratories, and shop. (I) s / 

SPECIAL INSTRUCTIONAL SPACE FOR EXCEP- 
TIONAL CHILDREN- An instructional space de- 
signed, or provided-witjt special built-in equipment, m 
specifically tor accommodating classes organized for 
th& particular purpose or providing instruction .to 
exceptional children, e.g., classrooms for'pupils who 
are] visually handicapped, hearing handicapped, or 
crippled. (III-VI) See also' EXCEPTIONAL CHIL- 
DREN., , * 

t 

fjSPECiAL INSTRUCTIONAL" SPACES-Instructionaf • 
spaces designed,, or piovided with special*' built-in 
equipment, for specialized learning activities, e.g., 
* kindergarten, rooms, laboratories, and shops. (III-VI) 

SPECIAL PHYSICAL HEALTH PROBLEMS- A term 
referring to pupils identified by professionally qualified 
personnel as having less than the usual anifount of 
strength energy, and endurance and hence may need 
appropriate modifications jn "their educational pro-* 
gram. Such 3 condition might result, from chronic^ 
jllness, emotional disturbance, onenyironmental causes, 
e.g., diabetes, cardiac disease, grief paction, epilepsy ; 
and lead poisoning! (V) See also PHYSICAL, HANDI- 
CAP. * I 

'SPECIAL PROGRAMS-Instructional activities de- 
signed primarily to deal with pupil exceptionalities. 
The Special Program Service Area includes preprimary, 
elementary, and secondary services for the t (l) gifted 
and talented; (2) mentally retarded; (3)^ physically • 
handicapped; (4 f ) socially and/ol emotionally handi- 
capped; (5) culturally disadvantaged; (6) pupils witn 
learning disabilifies;- and (7) other special programs. 
(HR, IVR) „ ' 

SPECIAL. PURPOSE DISTRICT-Xn area designated 
by a State or local government to develop and operate 
facilities and services for a particular need or activity. 
Examples of special purpose districts are those for 
parks, water, tire, soil conservation, or vocational 
education. (Unpublished VUO 4 „ 

SPECIAL PURPOSE GROUPS-See INTEREST GROUP. 
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SPECIAL REVENUE" EUND-Used to account lot 
money appropriated or granted for special purpois. 

, Uses and limitations are specified by the legal authority 
Establishing the Fund and, generally, the resources of 
this Fund cannot be diverted to other uses. (IIR) 

-v — — * 

SPECIAL SCHOOL-See SCHOOL FOR EXCEP- 

* TIONAL CHILDREN. . 

SPECIAL STUDENT SERVICES RECORD-Confi- 
dentiai information originating as reports written by 
student services workers of the local education^gency 
for- the express use of other professionals within the? 
agency, including- systematically gathered teacher or 
counselor observations, verified reports of serious or 
recurrent behavior problem's, an# selected health data. 
(Normally, special student services records are main- 
tained separately from the cumulative st&dentreeord.) 
(VR) 'See ACCUMULATIVE STUDENT RECORD 
and CONFIDENTIAL REPORTS FROM OUTSIDE 
AGENCIES. * 

SPECIAL YOUTH PROJECT- A project providing 
, guidance, counseling, resting, basic education, basic 
work skills, social adjustment, occupational training, or 
other apprgpnate instruction or services to meet the^ 
needs of youths, 16 years of agepr older whe^because 
of Inadequate educational baqkgrSundand wtfrk prep- 
aration are unable to qualify for and obtain employ- 
ment without such training or education. (VI) 

.SPEECH (subject matter)-See appendix, p, 179.. 

SPEECH AND HEARING SPECIALISjlA^staff mem- 
ber performing such specialized activities as assisting in 
the identification of speech and hearing handicaps of 

• children, planning and conducting special programs and 
services far speech .and hearing handicapped children 
(exclusive of the deaf); counseling school personnel, 
parents, and children concerning problems related to 
^eectoand hearing impairment; and cooperating with 
persons in related disciplines and community services. 
(IV) 

SPEECH DISCRIMINATION TEST (AIDED)-A 
standardized test to measure the ability to discriminate 
between speech sounds, with the use of a hearing aid 
<VR> . . , 

SPEECH DISCRIMINATION TEST (UNAIDED)-A 
standardized test to measure ability to discriminate 
between speech sounds, without the use of hearing 
^Ms.(VR) ' 



SPEECH HANt>ICAP-See SPEECH HANDICAPPED. 

SPEECH HANDrCAPPED-Individuals with njarkcdly 
impaired speech. (VR) See also IMPAIRED ARTICU- 
LATION; STUTTERING; and VOICE* IMPAIRMENT. 

SPEECH IMPAIRED-Individuals with an impairment 
in speech and/or language (including impaired articula- 
tion, stuttering, voice impairment, and a receptive or 
expressive verbal language handicap) that is sufficiently 
severe to adversely affeci the individual's performance 
in the usual school program. Where used for reporting 
purposes, the term speech impaired often encompasses 
both the. spteclx handicapped and'the language handi- 
capped. (V-VR) See r also COMMUNICATION DIS- 
ORDER. 

SPEECH PATHOLOGIST-A specialist in communica-- 
tiye disorders, including the scicutific sludy and man- 
agement of speech, 1 hearing, arid language disabilities. 
The primary responsibilities of the speech pathologist 
are of a clinical nature which involves diagnostic, 
evaluative, and therapeutic activities in the 'area of 
speech disabilities. (lV) { 

SPEECH PATHOLOGY AND AUDIOLOGY SERV- 
ICJBS— Activities which* have as their purpose the 
identification, assessment, and treatment of pupils with 
impairments in speech, hearing, and language. (iVR) 

SPEECH PATHOLOGY 4>ERVICES-Activitie$ organ- 
ized for the identification of pupils with speech and 
language disorders; diagnosis and appraisal of specific 
speech and language disorders; referral for medical or 
other professional attention necessary to the habita- 
tion of speech and language disorders; provision of 
required speech habitation services; and, counseling 
and guidance of pupils, parents, and teachers, as 
appropriate, (VMVR) 

SPONSOR (for overseas dependents' schoofs of the, 
U.S. Department of Defense)-The member of the U.S. 
Department of Defense (military' or civilian) having i 
parental or guardianship responsibility for the student, * 
or assuming legal responsibility for the student while 
in the dependents' school. (VR) 

STADJUM-A permanent structure consisting of one or - 
more units with tiers of seats for spectators at athletic 
contests. (HI) 

STAFF ACCOUNTING-Services rendered in connec- 



tio!> with the systematic recording, filing, and storing 
of information related to staff members employed by 
the LEA.(IY-VIMIR. IVR) 

-/ 

STAFF ASSIGNMENT WORKLOAD-Data about the 
factors used in measuring a staff member s efforts in 
fulfilling an assignment, including the type of activity, 
the unit of work/and the time involved in the task. 
These data elements are used in making decisions 
regarding the number of staff members needed for a 
particular task or job; e.g., the number of counselors 
needed for elementary pupils, the number of teacher- 
aids needed for elementary pupils, the number of 
teacher aides needed in a particular program area, the 
number of painters needed to keep facilities protected 
from weather. (IVR) 

STAFF MEMBER- A person whose relationship Avith 
the local education agency meets the following criteria: 

•"The person performs activities or provides serv- 
ices for the lo^al education agency which are 
under the direction or control of the agency's 
governing authority. 

« The person is either compensated for such serv- 
ices by the LEA and is considered an employee 
for the purpose of workmen's compensation 
coverage, the Federal Insurance Contribution Act 
(FiCA), and wage or salary tax withholdings; or 
the person performs such services on a volunteer, 
uncompensated basis. (The LEA should collect 
the same data-depending upon the assignment- 
about every employee, whether paid or unpaid.) 
(IV-VIMVR) 

STAFF MEMBER-PUPIL RATIO-A fraction obtained 
by dividing the number of pupiis in membership by the 
number representing the full-time equivalency of staff 
members involved in any particular activity or group of 
•activities as of a particular date. (IVR) 

STAFF RELATIONS AND NEGOTIATION SEHV- 
ICES-Activities concerned with staff relationssystem- 
wide and the responsibilities for contractual negotia- 
tions with both instructional and noninstructional 
personnel- (IVR) ^> • 

STAFF RETENTION RATE-The,jate, expressed as a 
percentage, at which employees of an LEA remain 
employed from one period of time to the next, such as 
* from year to year. (IV-IVR) , 



STAFF SEPARATION RATE-The rate, expressed as a 
percentage, at which employees leave the employment 
of an LEA during a period of time, usually a year. 
(IV-IVR) 

» 

STAFF SERVICES-The activities concerned with 
recruiting, accounting, placing, transfering,and training 
staff employed by an.LEA. (HR^R) . 

STAGGERED SESSIONS-See EXTENDED-DAY 
SESSIONS. . 

STANDARD INDUSTRIAL CLASSIFICATION- A 
formal system in official use in the United States for 
classifying all economic activities. Provides consistency 
and scale, through a series of progressively more 
detailed levels (one"; ,two, three, and four digits). 
(Unpublished VIII) 

STANDARD LAND USE CODING SYSTEM-A cod- 
ing system which makes possible the standardization of 
land use record keeping and mapping, developed by the 
U.S. Urban Renewal Administration and the U.S. 
Bureau of Public Roads. (Unpublished VIII) 

STANDARD METROPOLITAN STATISTICAL 
AREA-A term used by^the Bureau of the Census Xo 
designate large urban areas^The primary criteria in- 
clude: (1) a county containing a central city of 50,000 
or more people or twin cities . with a combined 
population in excess of 50,000; (2) additional contigu- 
ous* counties may be included if they are functionally 
integrated with the central county. Such counties may 
be across State lines from the State containing the 
central county. (Unpublished'VIII) ^ 

STANDARD ROUTING PATTERNS-School bus 
routes established on the basis of student residence 
distribution and the street pattern for regular school- 
day pick~,^ and return. (Unpublished VIII) 

STANDARD TERMINOLOGY-Items of information 
(terms)-understood, accepted, and used nationwide - 
possessing the qualities of combinability, compara- 
bility, relatability, and discreteness in classification and 
definition. (VII, IVR) 

STANDARDIZED TEST-A test composed of a sys- 
tematic sampHng 6f behavior, having datatm reliability 
and validity, administered and scored according to 
specific instructions, and capable of being interpreted 
in terms of adequate norms. (V, VI, VR) 



STATE- A rerm that applies to the 50 States, rjflying 
area the Trust lerntory of thefJtifie Islands, and the 
Distr,;f of Columbia. (V-VII) 

STATE AID FOR EDUCATION- Any grant made by a 
Sta' government for the support of education. (II-VIl- 
Hk IVR) See also PUBLIC GRANT! -\ 

' STATE AND FEDERAL RELATIONS SERVICES- 
Activities associated with developing and maintaining 
good* relationships with State and Federal officials. 
UYRf 

*>. 

STATE BOARD OF EDUCATION-The legally consti- 
tuted body having the major responsibility for the 
general supervision of elementary and secondary educa- 
tion in the State. This board may also have total or 
partial responsibility for the supervision of higher 
eduejtion:(I-VH;IVR) 

SJATE DEPARTMENT Of EDUCATION-An organ- 
ization, composed of (he chief executive officer (chief 
State school officer) and staffi that exists to conduct 
the work delegated to it bv Jaw. (I-VT-VII, IVR) 

STATE ECONOMIC AREA— A relatively homogeneous 
subdivision of a State, consisting of a single.county or a 
group of counties and having certain economic and 
social characteristics which distinguish it from adjoin- 
ing areas. The large/ standard metropolitan statistical 
areas (those in 1960 with a central city of 50,0D0 or 
more and a total population of 100,000 or more) are 
recognized as metropolitan state economic areas. (Un- 
published VIII) 

STATE EDUCATION AGENCY- The organization 
established by law for the primary .purpose of carrying 
out at least a part ot the educational;responsibilities of 
the. State. It is characterized by having statewide 
jurisdiction and may be composed of a State board, 
chief executive officer, and staff. Some State education 
agencies may lack one or two of these three elements, 
but iruany case there must be either a board or a chief 
executive officer. The term "commission " is sometimes - 
used synonymously with "board." (I, IV-VII, IVR) 

STATE EDUCATION AUTHORITY-An Organized 
and officially constituted group of individuals or an 
individual 'responsible for policy decisions related to 
constitutional and legislative provisions pertinent to 
education in the State. (VII) , ' 



STATE HIGHWAYS-A1I roads whose construction 
was primarily financed by the State. Such roads are 
maintained by the State. (Unpublished VIII) 

STATE OPERATED-A term applying to any program, 
school, or other institution operated bv a State auencv 
(YII, IVR) * y ' 

STATE SYSTEM OF EDUCATION-The system which 
encompasses <dl educational activities within a State. 
(VH) 

STATExVOCATIONAL EDUCATION PLAN (STATE 
PLANj-H written description of the State's vocational 
education programs submitted to and approved by the 
U.S. Commissioner of Education as a condition for the 
allotment of Federal funds. It sets forth the State's 
authority under State hw for iU administration of such 
programs and includes *e policies to be followed by 
the State in maintaining, extending, and improving 
existing vocational education programs, and in develop- 
ing hew programs. (VI) 

STATIONARY ENERGY SOURCES OCCUPATIONS 
(subject matter)-^ appendix, p. 264. 

STATISTICAL * ANALYSIS SERVICES-Activities 
concerned with determining the nature and relation- 
ships of data .elements to arrive at conclusions and * 
recommendations. This data element includes institu- 
tional, management, and program studies on topics 
such as cost/effectiveness, space utilization, and teach- 
ing load. (IVR) 

STATISTICAL REPORTING SERVICES-Activities 
concerned with assimilating and narrating statistical 
data into reports for further use. This data element 
includes preparation of reports, such as questionnaires 
and data collection forms, for internal as well as 
External use. (IVR) 

^ STATISTICAL SERVICES-Services concerned with. 
* collecting, organizing, summarizing, analyzing, and 
disseminating educational data pertinent to various 
educational interests, including pupils, staff, instruc- 
tion, facilities, and finance. (VI-VII, IIR, IVR) 

STATISTTCIAN-A staff member employed in the area 
of statistical services; an expert or specialist in sta- 
tistics^ person who assembles, classifies, and tabulates 
statistical data. (VII) 
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STATISTICIAN ASSICNMENT-An assignment to 
plan surveys and collect, summarize, and interpret 
numerical data, applying statistical theory and meth- 
ods. (IVR) . ' 

STENOGRAPHIC, SECRETARIAL, AND RELATED 
OCCUPATIONS (subjwt matter)-Se<? appendix, p. 
235. 

STORAGE ROOM-Any room designed, or adapted, 
for use in receiving or storing supplies and equipment 
that is not an integral part of, or adjunct to, another 
functional or service area. (Ill) 

STORES^Supplies, materials, and equipment in sfore 
rooms subject to requisition. (II, III, IV-IIB-VTI-IIR) 

STORES HANDLING ASSIGNMENT-An assignment 
to perform the activities of receiving, storing, and 
dispensing? school supplies, materials, ahd equipment. 
(IV, IIR, IVR) 

STORY— A group of rooips on the same floorer level, 
or a floor consisting of one room having clear standing 
head room of at least 6 feet 6 inches and, whose lloor is 
at or above grade level along at least one entire side. 
"At or above grade level" means that if the horizontal 
plane of the floor were to be extended on the side in 
question, no land within twenty feet of the building 
would be above this plane. (Ill) 

STUDENT-An individual for whom instruction is 
provided in an educational program under the jurisdic- 
tion of a school, school system, or other educational 
institution. No distinction is made between the terms 
"student" and "pupil"; the term "student" is used to 
include individuals at all instructional levels. A student 
may receive instruction in a school facility or in 
another location, such as at home or in a hospital. 
Instruction may be provided by direct student-teacher 
interaction or by some other approved medium such as 
television, radio y telephone, and correspondence. (IV, 
V, VIMVR-VR) 

STUDENT ACCOUNTING-A system for collecting, 
computing, and reporting information about students. 
(V, VII, IIR, IVR, VR) 

STUDENT-ADMINISTRATIVE S^AFF RATIO (as of 

a given dafe)-The number of students in membership, 
as of a given date, divided by the number representing 
the total full-time equivalency of principal assignments, 



assistant principal assignments, central administrative 
staff assignments (including area administrators and 
their staffs), and assignments for supervising, managing, 
, and directing academic departments in the schools 
serving these students on the same date. (VR) 

STUDENT BODY ACTIVITIES-Cocurricular activi- 
ties for students-such as entertainment, publications, 
and clubs-that are managed or opeuted by students 
.under the guidance or supervision of staff nteinbers. 
(IHV-V-VMIR, IVR-VR) See also COCURRKJULAR 
ACTIVITIES. , 

STUDENT CAPACITY OF A SCHOOL PLANT-The 
membership that can be accommodated in the class- 
rooms and other instruction areas of a given school 
plant for the schoolday according to existing State- 
approved standards, exclusive of multiple sessions. (Ill, 
V, VI, VR) 

STUDENT COMMONS AREA- An area designed, or 
adapted, for use by students for activities such as 
relaxation, lounging, unsupervised reading, and pur- 
chasing of supplies and refreshments. (Ill) 

' STUDENT-COUNSELOR RATIO (as of a given date)- 
The number of students in membership, as of a given 
date, divided by the number representing the total 
full-time equivalency of counseling assignments serving 
these students on the sam.e date. (IV, V, VI, VR) 

STUDENT-COUNSELOR RATIO (for a period of 
time)-The average daily membership of students, for a 
given period of time, divided by the number represent- 
ing the total full-time equivalency of counseling.assign- 
ments serving these students during the same period. 
(V, VI, VR) 

STUDENT DORMITORY-A building that is used 
primarily as living quarters for groups of students. (Ill) 

STUDENT-INSTRUCTIONAL STAFF RATIO (for a 
period of time)-The average daily membership of 
students, for a given period of time, divided by the 
number representing the total full-time equivalency of 
teaching assignments, teaching assistant assignments, 
teaching intern assignments, teacher aide assignments, 
and student teaching assignments serving these students 
during the same period. (VR) See also STUDENT- 
PROFESSIONAL EDUCATIONAL STAFF RATIO 
and STUDENT-TEACHER RATIO. 



STUDENT-LIBRARY SERVICES STAFF RATIO (as 
•of a given date)-The number of students in member- 
ship, ;as of a* given date, divided by the number 
representing the total full-time equivalency of library 
services staff assignments serving these students on the 
same date. (VR) 

STUDENT NUMBER-The number assigned to {he 
student for identification and recoidkeeping purposes. 
Normally only one number need be used for identifica- 
tion! (VR) 

STUDENT ORGANIZATION-A group of pupils or- 
ganized into a single body for the purpose of pursuing 
common goals and .objectives, ,Such oiganizations 
include the various types of clubs and class organiza- 
tions which, with the approval of appropriate school 
authorities, are managed and operated by pupils under 
the guidance or supervision of qualified adults. (V, VI) 
See also STUDENT BODY ACTIVITIES. 

STUDENT ORGANIZATION (class or grade)-An or- 
ganized group of pupils wfco, virtue of having 
completed a designated number of grades or school 
years, pursue common goals and Objectives. Such 
organizations include the senior, junior, sophomore, 
•and freshman classes, and the elementary school 
grades. They are managed and operated by pupils 
under the guidance or supervision of appropriate staff 
members. (V, VI) 

STUDENT ORGANIZATION (cIub)-An organized 
group of .pupils having -as its main bbjective the 
furtherance of a common-interest. Such organizations 
indude social, hobby, instructional, recreational, ath- 
\ letic, honor, dramatic, musical, and similar clubs and 
societies which, with the approval 'of appropriate 
school authorities, are managed and operated by the 
pupils under the guidapce or supervision of qualified 
adults. (VI) 

STUDENT-PROFESSIONAL EDUCATIONAL STAFF^ 
RATIO (as of a given date)-The number of students in 
membership in a school system, as of a given date, 
divided by the number representing the total full-time 
equivalency of all professional educational assignments 
in the schpol system on. the same date. (IV- V, VI, VR) 

STUDENT-PROFESSIONAL EDUCATIONAL STAFF 
RATJO (for a period of time)-The average daily 
membership of students, for a given period of time, 
divided by the number representing the total full-time 



equivalency of all professional educational assignments 
in the school system during the same period. (V, VI 
VR) v 

STUDENT-PSYCHOLOGIST RATIO (as of a given 
date)-The number of students in membership in a 
school system, as of a given date, divided by the 
number representing the total full-time equivalency of 
psychologist assignments serving these students bir the 
same date. (VR) 

• 

STUDENT-PSYCHOLOGIST RATIO (for a period of 
time)-The average daily membership of students for a 
given period* of time, divided by the number represent- 
ing the total full-time equivalency of psychologist 
assignments , serving these students during the same 
period. (VR) 

STUDENT RECORD-Information about one or more 
students which is kept on file for a period of time in a 
classroom, school office, ^system office, or other" 
approved location. A student* record -usually is intended 
for the use 6f the person or office which maintains the 
record. (V, VR) See also CUMULATIVE STUDENT 
RECORD and PERMANENT STUDENT RECORD. . 

STUDENT-SCHOOL ADMINISTRATOR RATIO (ar 
of a given date)-Tlie number of students in member- 
ship, as of a given date, divided by the number 
representing the total full-time equivalency of principal 
assignments, assistant principal assignments, and assign- 
merits for 'supervising, managing, and directing aca- 
demic" departments in the school(s) serving these 
students on the same date. (VR) 

STUDENT-SCHOOL ADMINISTRATOR. RATIO (for 
a period of time)- The average daily membership of 
students, for a given period of time, divided by the 
number representing the total full-time equivalency of 
principal assignments, assistant principal, assignments, 
and assignments for supervising, managing, and direct- 
ing academic departments in the school(s) serving these 
students during the same period. (VR) 

STUDENT-SOCIAL WORKER RATIO (as of a given 
dateKThe number of students in membership in a 
school system, as of a given date, divided by the 
numbe> representing thd- total full-time equivalency jof 
social work assignments serving these students on the 
same date. (VR) c 
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STUDENT-SOCIAL WORKER RATIO (for a period of 
time)— The average daily iinnibcishtp ot students, fot a 
given period of time, divided by the number repre- 
senting the total full-time equivalency of social wotk 
assignments ^serving these students duuug the same 
period. (VR) 

STUDENT-TEACHER RATIO (as of a given date)- 
The nymbcr of students in membership, as of a given 
date, divided by the number representing the total 
full-time equivalency of teaching assignments serving 
these students oiUhe same date. (IV-V, VI, YR) 

STUDENT-TEACHER RATIO (for a period of tiine)- 
Thc average daily membership of students, for a given 
period of time, divided by the number representing the 
total full-time equivalency of teaching assignments 
serving these students 'luring the same period. (V, VI, 
VR) 

STUDENT TEACHING-Teachmg under the supervi- 
sion of a ceitiftcated teacher as part of a formalized 
higher education prograia oi tracher preparation. 
(IVR) 

STUDENT-TOTAL STAFF RATIO (as of a given 

date),- The number of students in membership in a 

school system, as of a given date, divided by the 

number representing the total full-time equivalency of 

all staff assignments in the school system on the same 

date. (IV/V, VI-VR) 
* 

STUDENT-TOTAL STAFF RATIO (for a period of 
time)— "The average daily membership of students at a 
school system, for a given period of time, divided by 
the number representing the total full -time equivalent) 
of all staff assignments in the school system during the 
same period. (V-Vl-VR) , v 

STUDENTS PER ACR£-Thc average daily member- 
ship of a school divided by the total number of 
developed and undeveloped aaes in the school site. 
(IH.V.VI.VR) 

> 

STUDY HALLc-An instruction area designed, or 
adapted, for housing a group of students engaged in 
'individual study of an infoimal nature of \l\c lessons or 
assignments received in regular or special classrooms, 

(no 

STUTTERING-Spcech often characterized by unusuai 
strain or tension, and b^Qiie or more of {he following, 



repetition, blocking, injection of superfluous speech 
elements.^ and/or prolongation on sounds or syllables. 
("Stuttering" generally is used synonymously with 
"stammering," except by some specialists who desig- 
nate speech repetitions as stuttering and speech blocks 
or stoppages as stammering.) (VR) 

SUBFUNCTION-A major division of an LEA's opera- 
tion consisting of activities which, regardless of their 
nature, have the same general operational objective. It 
is the second level of function. (IVR) 

SUBJECT— An organized body of knowledge which 
may be more comprehensive than a course but is less 
comprehensive than a subject-matter area. (VI, IVR) 

SUBJECT AREA -'See SUBJECT-MATTER AREA. 

• * 
.SUBJECT MATTER-A body of facts, understanding, 
processes, skills, values, and appreciation related to a 
specific aspect of human activity and experience. 
Subject matter includes the accumulated knowledge, 
skills, appreciations, and. attitudes comprising the 
substance of any subject-matter area. (VI, IVR) 

SUBJECT-MATTER AREA-A grouping of related 
subjects or ynits of subject matter under a heading 
such as English (language arts), foreign languages/art, 
music, natural sciences, industrial arts, home eco- 
nomics, agriculture, business, physical education, and 
trades and industrial occupations. (IV, V-VI, VJMVR- 
VR) 

SUBSIDIARY ACCOUNTS- Related accounts which 
support in detail the summaries recorded in a con- 
trolling account. (II, III-IIB-IIR) See also CLEARING 
ACCOUNTS. 

SUBSIDIARY JOURNAL-A journal in which are 
recorded transactions of like nature. For example', a 
Cash Journal is a commonly used journal; in it are 
recorded all cash transactions, (IIB) See alsc 
JOURNAL. - 

SUBSIDIARY LEDGER-A ledger containing all the 
detail accounts which support a particular General 
Ledger account, (IIB) See also LEDGER and GEN- 
ERAL LEDGER. 

SUBSTITUTE- A general term used in reference to an 
individual w ho is assigned to take the place of a staff 
member who is temporarily absent. It is usually used in 



more specific manner to indicate such individual* as 
substitute teacher, substitute bus driver, and substitute 
custodian. (IV) 

SUBURBANIZATION -Tlie movement- of population 
and services from large cities to the areas surrounding 
these cities, with the result that the cities are ringed by 
an array of suburbs beyond their political limits. 
(Unpublished VIII) 

SUMMARY ACCOUISfT-An account* that is used to 
consolidate items of a broad category. (IIB) See also 
CONTROL ACCOUNTS. 

SUMMER ADDRESS (stfcf)-The place where the staff 
member resides during the summer recess of school. 
(IV) 

SUMMER SCHOOL-The name usually applied to tl\e 
school session carried on during the period between the 
erfd of the regular school term and the beginning of the 
next regular school term. (1, 1!, IV, IIR, IVR) 

SUMMER SCHOOL TERM-That school term which 
takes place in the summer during the period bttfweqn 
the end of one regular school term and the beginning 
of the next regular school term. (IV, V, VI) 

SUMMER SCHOOL TRANSPORTATION FEES- 
4\loney received for transportation of pupils attending 
summer school. Separa te, accounts xn&y be maintained- 
for transportation fees received from patrons, and for 
transportation fees received from patrons, and for 
transportation fees received from other LEA's. (IIR) 

SUMMER SCHOOL TUITION-Money received as 
tuition for pupils attending summer school classes. 
Separate accounts may be Maintained for tuition 
received for residents, and for tuition received for 
* nonresidents. (IIR) 

SUMMER TERM - DAY A division of the school year 
which usually begins in June and ends in August and 
pupils attend the day sessions. (IIR, IVR) 

SUMMER TERM-EVENINGtA division of the school 
year which usually begins in June and ends in August 
and pupils attend the evening sessions. (IIR, IVR) 

SUPERINTENDENT ASSIGNMENT-An assignment 
to a staff member (e.g., chief executive of schools or 
chancellor) to perform the highest level, systemwide 



executive management functions of an LEA. (HR, 
IVR) 

SUPERINTENDENT OF SCHOOLS-A staff member 
who w the chief executive officer of a school adminis- 
* trativeunit.(I, IV) 

SUPERVISING/MANAGING/DIRECTING ASSIGN- 
MENT- An assignment to direct staff members and 
manage a function, a program, or a supporting service. 
As with all activity assignments, the scope of this 
assignment is broken into subaccounts. Examples of 
staff members having this assignment include chairmen 
of academic departments, supervisors of purchasing, 
directors and managers of psychological services. (IIR, 
iyR) 

SUPERVISION ASSIGNMENT- An assignment- to a 
staff member to provide leadership, guidance, and 
expertness in a field of specialization for the purpose 
of improving the performances of staff members. (IV) 
See also HELPING TEACHER, , 

SUPERVISOR-^* SUPERVISION ASSIGNMENT, 

SUPERVISORS OF INSTRUCTION-Schooi personnel 
who have been delegated the responsibility of assisting 
teachers, in improving the learning situation and in- 
structional methods. (MI) . 

SUPERVISORY AND ADMINISTRATIVE MANAGE- 
MENT OCCUPATIONS (subject mafter)-&e appen- 
dix, g.<235. 

SUPPLEMENTARY PkoGRAM-In vocational educa- 
tion, a program offered as supplemental training to* 
persons already employed. (VI) 

SUPPLY-A material ijem of an expendable nature 
that is consumed, worn out or deteriorated irr use; loses 
its identity through fabrication or incorporation into a 
different or more complex unit or substance. (MI, III, 
VII, IIR, IVR) 
{ 

SUPPORT SERVICES-Activities which provide ad- 
ministrative, technical, and logistical support to a 
program. ''Support services' 1 exist to sustain and 
enhance the fulfillment of the objectives of other 
major functions. (Ill, IV-HR-IVR) 

SUPPORT SERVICES-BUSINESS ADMINISTRA- 
TION-Activities concerned with purchasing, paying, 
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transporting, exchanging, and maintaining good* and 
services for the LEA. Included are tl>e fiscal, acqui- 
sition of facilities, operation and maintenance, and 
internal services for operating all schools. (MR, IVR) 

SUPPORT 9 SERVICES-CENTRAL ADMINIS- 
TRATION-Activities, other than general admmUtra 
tion, which support each of the other instructional and 
support services programs. Tl/ese activities include 
planning, rescajch, development, evaluation, informa- 
tion, staff, statistical, and data processing services. 
(II R, IVR)- 

SUPPORT % SERVICES-GENERAL ADMINISTRA- 
TION- Activities concerned with establishing policy-, 
operating schools and the LEA, and providing the 
essential facilities and services for the staff and pupils. 
(MR, IVR) * 

SUPPORT SERVICES-INSTRUCTIONAL STAFF- 
Activities associated with assisting the instructional 
staff in the content and process of providing learning 
experiences for pupils. (MR, IVR) 

SUPPORT SERVICES-PUPILS-Aetivities which are 
designed to assess and improve the well-being of pupils 
and to supplement the teaching process. (1IR, IVR) 

SUPPORT SERVICES-SCHOOL ADMINISTRA- 
TION- Activities concerned with overall administrative 
responsibility for a single school or a gruip of schools. 
(MR, IVR) 

/ " 

SUPPORTING SERVICES-Sec SUPPORT SERV- 
ICES. 

SUPPORTING -SERVICES FACILITY-A piece of 
land, a building, or part of a building that serves more 
than one school plant, or is not a part of any given 
school plant. In some instances, a facility which is 
definitely part of one school piant may also be used by 
pupils from another school plant. For example, a high 
school cafeteria may also be used by pupils from a 
nearby elementary school plant,. Such a facility would 
not be classified as a supporting services facility, but 
would be accounted for as part of the school plant 
with which*it is used the major portion of time. (Ill, 
IV) 

SUPPORTING SERVICES (State department of edu- 
cations-Activities within the State department of 
education that- are not hunted to one organizational 
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unit of the department but rather are departmentwide 
in scope, (VII) 

SURETY BOND- A written promise to pay damages or 
to indemnify against losses caused by the party or 
parties named in the document, through nonperform- 
ance or through defalcation; for example, a surety 
bond given by a contractor or by an official handling 
cash or securities. (II, 1IR) 

& \ 

SURPLUS-The excess of N the" assets of a fund over its 
liabilities; or if the fund also has other resources and' 
obligations, the excess of resources over obligations. 
The term should not be used without a properly 
descriptive adjective unless its meaning as apparent 
from the context. (IMIB-VII, IIR) 

SySPENSION-Temporary dismissal of a student from 
school by duly authorized school personnel in accord- 
ance with established regulations. (V-VI, VR)See also 
EXPULSION. 

SYSTEM, ACCOUNTING-See ACCOUNTING 
SYSTEM. 

SYSTEM, BUILDING SERVICE~See BUILDING 
SERVICE SYSTEM. 

SYSTEM, IMPREST-See IMPREST SYSTEM. 

SYSTEM, MANAGEMENT INFORMATION-See 
MANAGEMENT INFORMATION SYSTEM. 

SYSTEM, MONITORING-See MONITORING 
SYSTEM. 

SYSTEM, OUTDOOR SERVICE-See OUTDOOR 
SERVICE SYSTEf^. 

SYSTEM, PENSION-**? PENSION'SYSTEM. 

y 

SYSTEM, PLANNING-PROGRAMING-BUDGETING- 
EVALUATION-S<?<? PLANNING-PROGRAMING- 
BUDGETING-EVALUATION SYSTEM.' 

SYSTEMS- Activities or services winch provide for an 
orderly arrangement of data and procedures which will 
produce any desired interrelationship or summation 
which may be pertinent to recording or decisionmak-* 
ing.(VII) 

SYSTEMS ANALYSIS- Activities involving the search 
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for and evaluation of alternatives which arc relevant to 

defined objectives, based on judgment, and, whereyer 

possible, on quantitative methods, the development of 

data processing proccduies or application to electronic 

data processing equipment. (VII, IIR, IVR) 
« 

SYSTEMWIDE-Activities which extend or apply to all 
of the schools in the^ LEA or to all of the schools in the 
LEA where the activities apply. (IIR, IVR) 

SYSTEMWIDE ASSIGNMENT-A hK-tiine or less- 
than-full-time assignment to a staff .member consisting 
of activities which extend or apply to all of the schools 
in the school system or to all of the scnools \iv the 
school system at one instructional level' where the 
activities apply. (IV) 
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TABULATING EQUIPMENT OPERATOR-A staff 
member assigned duties in connection with the opera- 
tion of any of the machines such as punches, sorters, 
and tabulators for automatic tabulation of data by use 
of a punch card. (IV) 

TALENTED-Individuals identified by professionally 
qualified personnel as being capable of high perform- 
ance in one or more areas of special competence. 
Among these areas of special competence are cre- 
ativity; leadership ability arid social adeptness; and* 
facility in the productive and performing arts. (V-VR) 

TARDINESS (student)-Absence of a student at the 
time a given class and/or half day of attendance begins, 
provided that the student is in attendance before the 
close of that class or half day. (V, VR) 

TARGET GROUP- A group in the population at which 
programs are aimed or on which programs have a 
significant impact, tVID-Siv also DIFFERENTIATED 
CURRICULUM. 

TAX ANTICIPATION NOTES-Notes (sometimes 
called "warrants") issued in anticipation of collection 
of taxes, usually retirable only Horn tax collections, 
and frequently only from the tax collections antici- 
pated with their issuance. The proceeds of tax anticipa- 
tion notes or warrants are treated as current loans if 
paid back from the tax collections anticipated with the 
issuance of the notes. (II, IIR) 
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TAX ASSESSING/COLLECTING ASSIGNMENT- An 

assignment to provide services in the assessment of real 
and personal property for tax computation purposes 
and in the collection of taxes for the LEA. (IIR, IVR) 

TAX ASSESSMENT AND o COLLECTION-Activities 
concerned with assigning and 'recording equitable 
values to real and personal property, assigning a millage 
rate (dollars yield per thousand dollars), ancl receiving 
- yield in a central office. (IIR, IVR) 

TAX ASSESSMENT AND COLLECTION SERV- 
ICES— Activities pertaining to Services rendered in 
connection with tax assessment and collection. (IIR, 
IVR) 

TAX LIENS RECEIVABLE-Lcgal claims against prop- 
erty which have been exercised because of nonpayment 
of delinquent taxes, interested penalties receivable 
up to the dale the lien becomes effective plus the cost 
of holding the sale. (IIR) 

TAXJES-Compulsory charges levied by a governmental 
unit for the purpose of financing seryices performed 
for the common benefit. The term includes licenses " 
and permits. It, does not include special assessments. 
IIMIB-IIR) See alio SPECIAL ASSESSMENT. 

TAXES LEVIED FOR OTHER 'GOVERNMENTAL 
UNITS-Taxes levied by a governmental unit as agent 
for another governmental unit, and which arc to be 
collected, held in trust, and disbursed to the proper 
unit. They consist of both current and delinquent taxes 
and may also include tax liens, fto allowance for 
estimated uncollectible taxes is set up against these 
taxes because the LEA is usually liable only for the 
amount actually collected. It is recommended that 
separate accounts be maintained for each interfund 
receivable. (IIR) 

TAXES REGEIVABLE-The uncollected portion of 
taxes which an LEA or governmental unit has levied 
and which has become due, including any interest or 
penalties which may be accrued. Separate accounts 
may be maintained on the basis of tax roll year and/or 
current and delinquent taxes. (II-IIB-IIR) 

TEACHER-A person who instructs students, (I, IMV, 
V, VI, VIMIR, IVR) 

TEACHER, CLASSROOM-^* CLASSROOM 
TEACHER. 
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TEACHER, CRISIS-Sec CRISIS TEACHER. 

TEACHER, DIAGNOSTIC See DIAGNOSTIC 
TEACHER. 

TEACHER, NURSE-See NURSE-TEACHER. 

* 

TEACHER AIDE-A person who assists a teacher with \ 
routine activities associated with teaching, those activi- 
ties requiring minor decisions regarding students, such 
as monitoring, conducting rote exercises, -operating 
equipment, and clerking. (IV, VI, VIMIR, IVR) 

TEACHER AIDE ASSIGNMENT- An assignment to a 
staff member to perform activities of, a nonteaching 
nature which are not classified' as professional educa- . 
tional teaching assignments. (IV) 

"TEACHER EDUCATION INSTITUTION-A uni- 
versity, liberal arts college, tcachers'^collegc, or other 
professional school in which one of the major func- 
tions is thfc preparation of students for the teaching 
profession and which has been approved for teacher 
education by a State, regional, or national accrediting 

^ody.(V) ' 

TEACHERAGE-A building that is* used as living 
quarters for teachers. Individual apartments rented by 
the school district for teachers are not designated by 
this term. (Ill) ' . 

TEACHER-INSTRUCTIONAL SUPERVISOR 
* RATIO-The total of the full-time equivalencies of all 
teaching assignments, as of a given date, divided by the 
total of the full-time equivalencies of all assignments 
for supervision^ of instruction as of *thc same date. 
'(IV-VI)" ~ 

TEACHER TRAINING iNSTITUTION-A college or 
university recognized by the proper State authorities 
for the training of teachers. (VIO 

TEACHER'S CONTRACT-~he formal agreement, rep- 
resented by a legal signed document entered into by a 
teacher and the officials of the school system, stating 
the salary to be paid the teacher, the length of term of 
the agreement, and the general duties to be performed 
by tnc teachQr. (IV) 

TEACHERS OTHER THAN CLASSROOM 
TEACHERS PER 1 % 000 PUPILS IN AVERAGE 
DAILY MEMBERSHIP-The number representing the 



i total full-time equivalency of teaching assignrjients less 
the number representing the total full-time equivalency 
of classroom teaching assignments in a school system 
during a given period of time, multiplied by 1,000 and 
divided by the average daily" membership of pupils 
during the period. (V, VI) 

TEACHERS PER 1,000 STUDENTS IN AVERAGE 
DAILY MEMBERSHIP-The number representing the 
total full-time equiyalency of teaching assignments in a 
school system during a given period of time, multiplied 
by 1,000 and divided by the average daily membership 
of students during this period. (V, VI, VR) 

TEACHERS' RO.OM-A room designed, or adapted, 

• for use by teachers and other instructional staff for 
study, class preparation, and relaxation. (Ill) 

/ 

TEACHING-The process, of helping pupils acquire^ 
knowledge, skills, attitudes, anchor appreciations by 

means of a systematic method of instruction. (VI) / 

% ! 

TEACHING, AIDE ASSIGNMENT- An assignment to 
assist a teacher with routine activities associated with 
teaching* those activities requiring minor decisions 
regarding students, such as monitoring, conducting rote 
exercises, operating equipment, and clerking. /(IIR," 
IVR) 

TEACHING ASSIGNMENT- An assignment td a staff 
member to instruct pupils. (IV, V-IIR, IVR) 

TEACHING ASSISTANT-A person who performs the 
day-to-day activities of teaching students, under the 
supervision of a teacher. The teaching assistant does 
not make any diagnostic or long-rangfe evaluative 
decisions regarding students taught. The person may or 
may not be certificated but has completed at least 2 
years ot formal education preparatory for teaching or 
the equivalent in experience or training. (IIR, IVR) % 

• TEACHING ASSISTANT ASSIGNMENT-An assign- 
ment to perform the day-to-day activittes.of teaching 
pupils under the supervision of a teacher. The teaching 
assistant assignment does not include any diagnostic or 
long rangfc evaluative decisions regarding pupils taught. 
Staff members having this assignment may or may not 
be certificated but have completed at least two years of 1 
formal education preparatory for teaching or the 
equivalent in experience or training. (IIR, IVR) 

TEACHING FIELD-In a* departmentalized organiza- 



**. tion, a major subdivision of the educational program 

such as language arts, foreign languages? mathematics, 
science, music, vocational education, and physical 
education. In a nondepartmentalized situation, or in 
assignments to self-contained classroom' duties, the 
. general teaching level such as elementary or secondary 
(IV) ^ thcmost accuratc designation of teaching field. 

TEACHING INTERN-A person who instructs stud^ 
ents without having fulfilled all the requirements for a 
professional in the teaching field. This person usually 
/ias.a professional level of competencies in a field other 
thaif education and is allowed to teach while obtaining 
the necessary knowledge and skills in education and/or 
educational psychology. (IIR, IVR) 

TEACHING INTERN ASSIGNMENT-An assignment 
to instruct pupils as part of on-the-job preparation for 
full certification as a teacher. A teaching intern usually 
has,all the professional education^necessary for certifi- 
cation except for skills in the fields of education or 
educational psychology. (HR, IVR) 

TEACHING MACHINE-A device for presenting pro- 
gramed instruction. (VI) See also PROGRAMED IN- 
STRUCTION. . 

TEACHING, OTHER THAN/CLASSROOM INSTRUC 
TION RESPONSIBILITY-The area of responsibility 
for instructing pupils in other than the usual classroom * 
situation. It consist; of such activities as teaclling the 
hoinebound, teaching through correspondence,. teach- 
ing through radio or television from a studio, providing 
instruction for exceptional pupils released from regular 
classes for short periods of time, and instructing pupils 
in non-course (coriirricular) activities. (IV) 

TEAM TEACHING- An organization for classroom 
instruction which involves two or more teachers who 
are jointly responsible for planning, instructing, and 
evaluating a given group of pupils at any .instructional 
level or in a. selected subject-matter area or combina- 
tion of subject-matter areas. A teaching team njay or 
may not include assistants. (VI) * 

^ TECHNICAL-A term denoting* a level of knowledge 
and skills possessed by an individual or required of an \ 
j individual to perform an assignment. The level of skill 
is attained through education and training, usually 
including, at a minimum, an associate degree (or its 
equivalent obtained through special study and/or ex- 
perience). (IIR, IVR) 
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TECHNICAL EDUCATION (subject matter)-See ap- 
pendix, p. 246. u \ 

TECHNICAL HIGH SCHOOLS VOCATIONAL 
AND/OR TECHNICAL HIGH SCHOOL. 

TECHNICAL INSTITUTE-An .institution, or a di v 
.vision of an institution, offering instruction primarily' 
in one or more of the technologies at the post- 
secondary instructional level. (IV, V-VI, VII, VR) 

» -\ 

TECHNICAL PERSONNEL-Personne! working in one 
or more branches of technology at a level above the 
Skilled trades and below professional statys. (VII) 

TECHNICAL STAFF MEMBER-A staff member who 
possessed the knowledge and skills of a technician 
(technical level competencies) and performs activities 
for the LEA which require this level of expertise for 
satisfactory completion. (IIR, iVR) . 

TECHNICAL STAFF PEfc 1,000 STUDENTS IN 
AVERAGE DAILY ATTEN DANCE-The number rep- 
resenting the total full-time^ equivalency of technical 
staff assignments in a school system during a giyen 
period of time, multiplied by 1,000 and divided by tfie * 
average daily attendance of students during this period. 
(VR) ■ * 

TECHNICAL STAFF PER 1,000 STUDENTS iN* 
AVERAGE DAILY MEMBERSHIP-The number rep.' 
resenting the total full-time equivalency of technical 
staff assignments in a school system during a given- 
period of time, multiplied by 1,000 and divided by the 
average daily membership of students during- this* 
period. (VR) 

TELECOURSE-A full sequertce of 'lessons offered 
over closed circuit or broadcast television for credit or. 
for audhing purposes. Tejecourse instructjon may also 
include written work requirements, reading assign- 
ments, and examinations. (VI, VII) 

TEMPORARY SALARIES-Full-time, part-time, and 
prorated portions of the gross salary costs for work by 
employees of the LEA who are hired Qn a temporary, 
or substitute. basis to perform work in positions* of 
either temporary oi^permanent # nature.-(IIR,JVR) • 

TENURE STATUS-The employment status of the 
staff membcrr. whose employment is ndt subject to 
discontinuance by the governing authority .except in 
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stipulated circumstances. (IV, VII) See also EM- 
PLOYMENT STATUS. 

TERM T A prescribed span of time when school Is open 
and the pupils are under the guidance and direction of 
teachers. (HR, IVR) 

TERM BONDS- Bonds' of the same issue, usually 
maturing all at one time and ordinarily to be retired 
fromsinkifigfunds.<II,IIR) 

TERMINAL CONTRACJ-A contract agreement 
setting beginning and ending dates of employment of 
* the staff member- with no legal obligation that/ the 
expiration of the contract is to be followed by another 
contract agreement. (IV) See also CONTINUING CON- 
TRACT. 

■ > 

% • 

TERMINAL LETTER— A letter from the governing 
board of tlte school administrative unit appointing the - 
individual to employment, setting forth beginning-ami 
•ending dates of sucll appointment, and serving the staff 
and the board much the same as a terminal contact. 
(IV) 

TERMINAL PROGRAM-A unified series of courses 
that is intended to be complete in itself. At the 
postsecondary instructional level, this refers to *a 
program of instruction that is completed in less than 4 
years and is designed to provide general education or 
occupational training for individuals who ( are not 
planning to enter a bachelor's degree.program. Credits 
earned' in such a program normally are creditable 
toward an associate degree. (V) 

/ 

TERMINATION ($ttit)-See SEPARATION. 

TERMINATION BY ADMINISTRATIVE ACTION 
(staff)-S*e INVOLUNTARY SEPARATION. 

TEST, ACHIEVEMENT-^* ACHIEVEMENT TEST. 

TEST, ADVANCED PLACEMENT-^?* ADVANCED 
PLACEMENT TEST/ 

TEST, ATTITUDINAL— See ATTITUDINAL TEST. 

TEST, BASIC SKILLS-See PASIC SKILLS TEST. 

TEST, DIAGNOSTIC READING-See DIAGNOSTIC 
READING TEST. . *. 



TEST, HEALTH-See HEALTH TEST. 

TEST, MENTAL ABILITY (INTELLIGENCY)-See 
MENTAL ABILITY (INTELLIGENCE) TEST. - • 

TEST, NORM-REFERENCED— See NORM- 
REFERENCED TEST. * 

TEST, PSYCHOMOTOR-See PSYCHOMOTOR TEST. 

TEST, PURE TONE ADUIOMETRIC-See ' PURE 
TONE AUDIOMETRY TEST. « 

TEST, READING READINESS-See READING 
READINESS TEST. 

TEST, SCHOLASTIC APTITUDE-See SCHOLASTIC 
APTITUDE TEST. 

TEST, STANDARD-See STANDARD TEST. 

TEST OF HIGH SCHOOL EQUIVALENCY- An ap- 
proved examination (e.g., a test of general educational 
development) on the basis of wliich a State department 
of education or other authorized agency may certify^ 
that a person has met State requirements for high 
school equivalency. (VR) See also HIGH SCHOOL 
EQUIVALENCY EXAMINATION and TESTS 'OF 
GENERAL EDUCATIONAL DEVELOPMENT (GED). 

TESflNG ASSIGNMENT-An assignment to a staff 
member consisting principally of the activities of 
administering educational and psychological tests. (IV) 

TESTS OF GENERAL EDUCATIONAL DEVELOP- 
MENT v (GED)-A battery of tests taken by adults who 
did not graduate from high school to measure the 
extent to which their past experiences (in-school and 
out-of-school) have contributed to their attaining^the 
knowledge, skills, and understandings ordinarily ac- , 
quired through a high school education. Certificates of 
high school equivalency are issued by most State 
departments of education for the successful comple- 
tion of the Tests of General Educational Development. 
(VR) See also SCHOOL EQUIVALENCY EXAMINA- 
TION and CERTIFICATE OF HIGH SCHOOL 
EQUIVALENCY. 

TEXTBOOKS-Books obtained primarily for use in 
certain classes, grades, or other particular student 
groups rather than for general school, use. (II, III, VII, 
IIR, IVR) 



TEXTILE PRODUCTION AND FABRICATION (sub. 
ject matter)-S(>* appendix, p. 265. 

THERAPIST ASSIGNMENT- Air assignment to per. 
form activities involving occupational or physical nielli* 
ods of treatment and rehabilitation other than the use 
of drugs or surgery. (IIR, IVR) 

TOPIC OF INSTRUCTIONS identifiable segment 
of a unit -of instruction. (VI) See also UNIT OF 
INSTRUCTION. 

TOTAL CURRENT EXPENSE-Tkc total of all ex- 
penditures made during a period of time except for 
capital outlay and debt service. (II, IIR) 

•TOWN-In New England, a minor civil divisipn cor- 
responding in general to minor civil divisions, in other 
States, but having some characteristics of a municipal. 
ity/(Unpublished VIII) 

TOWNSHIP-A minor civil division of the county, 
present in many but not all States. In New Jersey and 
Pennsylvania, special conditions apply. (Unpublished ■ 
VIII) ■ ' 

^ TOWNSHIP R0ADS-A1I roads legalise! assed as town- 
ship" property and maintained by the toWnship or by . 
some other political unit (usually i cobnty) under 
contract with the township. Construction costs are 
financed by the township and with funds from the 
county and State under various funding and rebate 
programs. (Unpublished VIII), 

TRADE AND INDUS fRIAL OCCUPATIONS (subject 
imtler)-See appendix, p. 252. 

• TRADE AREA-Tfie primary distributing area for the 
community's retail and* wholesale functions. (Uimub- 
lished VIII) 

^ TRADE DISCOUNT-An allowance usually Varying in 
percentage with volume of transactions, made to thoSe 
engaged in certain businesses and allowable irrespective 
of the time when the account is paid. The term Should 
not be confused with "cash discomU^fll, III, HR) 

TRADE ORGANIZAnON-An interest group organ- 
ized ,to further commercial interests. (Unpublished' 
VIII) 

• * 

TRAINABLE MENTALLY RETARPED-Mentally re : * 
d y * - •" * ton 
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tarded individuals who are capable of only very limited 
meaningful achievement in traditional basic academic 
skills; but who are capable of profiting from programs 
of training jn self-care and simple job or vocational 
skills. (IV-VI-VR) 

TRAIN1NG-A planned and systematic sequence of 
instruction under competent supervision designed to 
impact predetermined skills, knowledge, or abilities 
.with respect to designated occupational objectives,, 
and, in addition to occupational' training," may include,- 
to the extent necessary, adujt basic education, pro- 
vocation^, training, and refresher and reorientation " 
training for professionals. (VI-VII) 

* • » 
" TRANSCRIPT-^Vn official record ,of student per- 
<formance showing all schoohyork completed at a given 
school and the final mark or other evaluation received 
• in each portion of the instruction. Transcripts often 
include an explanation of the making scale used by 
tliejschool. (V-VI-VR) 

TRANSFER (student)-A student who leaves one class, 
( grade, or school and moves to another class, grade, 
part-time program, or school. (V-VR) " 

TRANSFER FROM OTHER FUNDS-Money received 
unconditionally 4 from another fund without expecta- 
tion of repayment. 'Such* monies arc revenues of the 
receiving fund, but jiot of 1he LEA as a whole. 
Separate? -accounts nfay be onaintained for specific 
Tunds.(IIR) 

TRANSFER PKOGRAM-A program of studies, at the 
postsccondary instructional level, designed primarily to 
yield credits which arc chiefly creditable by four-year 
t^legcs and universities toward 'a bachelor's degree 

TRANSFER PUPIL-A pupil who severs his connec* " 
tion with a,class, grade, or school .in order to transfer 
to another class, grade, or school. This includes pupils 1 * 
who transfer of are promoted from an elementary 
school to* a secondary school- or from a juniofr high „ 
school to a senior high school. (V, IIR, IVR) 

* » , » *• ' 

TRANSFER VOUCHER-A voucher authorizing 
posting adjustments and transfers pf cash or' other 
resources between funds or accounts. (II, IIR) 
• * * " 

TRANSFERRING-Moving from one class, grade, or 
school to another class, grade, or school. (V) 
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TRANSFERS BETWEEN FUNDS-Sce INTERFUND 
TRANSFERS. 

TRANSFERS (State departmenrof education)-ln the 
financial accounting sense, money which is taken from 
one fund under the control.of the State department of 
education and added to another fund under, the 
department's controf. Such transfers are not receipts-or 
expenditures of the department. (VII) 

TRANSPORTATION (subject matter)-See appendix, 
p, 164. 

TRANSPORTATION FF.ES-Money received fot trans- 
portation of pupils. (II R) 

* 

TRANSPORTATION SERVICE VEHICLE-A service 
truck: gasoline truck, car of supervisor, or othnr $uch * 
vehicle not feed for carrying pupils if at least half of its 
use is tot the pupil' transportation program. (I, II, III) 

TRANSPORTED STUDENT-A pupil who is trans? 
ported to and from school at public expense. (Vf IIR>* 

• TRAVEL EXPENSES-Cbsts for transportation, meals, v 
' hotel, and other expenses associated with traveling on 

business for the LEA. Payments for per diem in lieu of 
-reimbursements for subsistence (room and board) also 

are charged here. (IIR-IVR) \ * . 

TREND ANALYSIS-the result of repeated assess- 
ment of public opinion on certain basic issues ovet a 
period of time which makes possible comparisons 
between baseline data and subsequent changes. (Un- 
published VIII) 2 

TRIAL BALANCE-A list of the balances of the 
accounts in a ledger kept by double entry, witlf 1 the 
debit and credit balances shoWnln separate columns. If ' 
r tlfe totals of the debit and credit columns are equal or 
their net balance agrees with a contiolling account, the 
ledger from which the figures arc taken is*said to be "in 
balance." (H-llB-llR) 

TRIGONOMETRY (subject matter)-.^ appendix, p. 
22J. 

TRUANCY-Thc failure of a child to attend school 
regularly as required by law, without reasonable excuse 
for his absence. (V, VR) / % 



money and property held in trust by an , LEA for 
.individuals^ government entities or nonpublic organi- 
zations. A Trust Fund is usually .n existence oyer .a 
longer period of time than an Agency Fund. Primarily, 
Agency Funds function as a clearing mechanism for 
cash resources collected by the LEA, held for a short 
period, and then disbursed to authorized recipients. 
(IIR) 

TUITION-A payment or charge for instruction. (V- 
Vi-Vll t UR, WKMK) Seealso FEE. 

TL^TION EXPENDEft-Expenditures to reimburse 
o\he„ educational agerfchtf ior services rendered to 
students' residing in the legal boundaries described for 
the paying LEA's, both within and outside the State of 
the paying LEA. (11 R) 

TUITION RECEIVED-Money^eived^from pupils, 
their parents, welfe r ;c agencies or other LEA's foi 
educatiootprovided in the srhdbls of the LEA, (IIR) 

TUITION STUDENT— A student for whom tuition is 
paid. (V, VII, IIR, I\ R, Vk) See also FULL-TUITION 
STUDENT and^ PARTIAL-TUITION STUDENT. 

TWO-YEAR BRANCH COLLEGE-A division of ah 
institution of higher education, whfth offers t*ic first 2 
years of college instruction and which is locatealn a 
community different from that of it? parent institution 
and beyond a reasonable commuting distance from the 
main pampas of the parent institution. (VI, IIR* IVR) 

TWO-YEAR TECHNICAL INSTITUTE- An institution 
.offering instruction primarily in one or more o( the 
technologies at the posisccondary instructional level. 
(VI,*IIJH, IVR) 

* TYPE A LUN£H-A lunch which meets the meal 
requirements prescribed by the Department of Agri- 
culture under the National School Lunch-Act of 1946/ 
as amended. Such a lunch is designed to provide 
one-third of 'the recommended daily dietary allowance 
for a 10 to 12yea('oldcluld.'(VR) 

TYPE. OF EXCEPTIONALITY-A general type of, 
chafqctcristic By which individuals *.uc .id as 
being exceptional. (V, VI) See also EXCEPTION- * 
ALlTY. 



TRUST AND AGENCY FUNDS-Used to account for 
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TYPEWRIT1NG (subject matter)-£ee appendix, p. 
162. » " * 



TYPING AND RELATED OCCUPATIONS (subject 
roatter)-&e appendix, p. 236. 
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i 

, UNAMORTIZED DISCOUNTS ON BONDS SOLD- 
That portion of the excess of the face value of bonds 
over dismount received from .their sale which remains 
to be written of% periodically over the life of : the 
s- bonds. (IIR) 

UNAMORTIZED DISCOUNTS ON INVESTMENTS- 
The excess of thej3&value of securities over the 

~off°nR) afd fw th ^^ ch bas mt yet Wn written ' 

UNAMORTIZED PREMIUMS ON BONDS SOLD-An 
. account which represents that portion jf the excess of 
bond proceeds over par value and which remains to be 
amortized over the remaining life of such bonds. (IIR) 

UNAMORTIZED PREMIUMS ON INVESTMENTS - 
The excess of the amount paid for securities over the 
o .face value which has not yet been amortized. Use of 
Uiis account is normally restricted to long-term invest- 
meats. (HR) "* 

UNAPPROPRIATED SURPLUS-That portion of the 
, surplus of a given fund which' is not segregated for 
. specific purposes. (IMIB-IIR) 

UNCLASSIFIED ELEMENTARY PUPIL-An ele- 
mentary schoel pupil who is not classifiedaccording to 
grdae. (l-V) See also UNGRADED CLASS. 

UNCLASSIFIED 'SECONDARY PUPIL-A secondary 
school pupil who is not classified according to grade 
(1-V) See also UNGRADED CLASS. 

UNDER COMPULSORY AGE- A" term describing K 
child who" has not yet reached the compulsory school 
attendance aga. This information is maintained where 
•required, by Maw. or regulation for-~scJiool census or 
other purposes, (VR) 



•UNDERACHIEVERS-Students who score consistent- 
ly and Significantly below their expected performance 
• levels, on standardized achievement tests. Their -ex- 
-pected performance levels are determined by using 
y scores oh standardized tests of ability to predict 
performance on standardized tests of achievement. 



. UNDERAGE-See UNDER COMPULSORY AGE. 

UNDEREMPLOYED PERSON-An individual whose 
skills/qualifications are greater than those required.for 
the position he presently occupies. (Unpublished IX) 

UNDERGRADUATE STUDY-College level courses of 
study which may lead to the customary bachelor of 
arts or bachelor of science degree. (IV) 

UNDEVELOPED^AREA-Land that has not been 
worked over and improved for specified purposes. (HI) 
See also IMPROVEMENTS TO SITE. 

UNDIVIDED HIGH SCHOOL-See FIVE- OR 6- YEAR 
HIGH SCHOOL. 

UNENCUMBERED BALANCE OF APPROPRIATION 
OR ALLOTMENT— That portion of an appropriation 
or allotment not yet expended or encumbered; the 
balance remaining after deducting from the appropria- 
_ tion or allotment the accumulated expenditures -and 
outstanding encumbrances. (IMIB-IIR) 

UNEXPENDED BALANCE OF APPROPRIATION OR 
ALLOTMENT-That portion of an appropriation or 
allotment which has not been expended; the balance 
remaining after deducting from the appropriation or 
allotment the accumulated expenditures. (IMIB-IIR) 

UNGRADED CLASS-A class which is not organized 
on the basis of grade and has no standard grade 
designation. This includes regular classes which have no 
grad* designations, special classes -for. exceptional stu- 
dents which have no grade designations, and many 
adult/continuing educat^ial classes. Such a class is 
likely to contain students of different ages who, 
frequently, are identified according to level of per- 
formance in one or more areas of instruction rather 
than'according to gra''e level or age level. Ungraded ' 
classes sometimes are referred to as "nongraded." (IV," 
V, VI-VII-VR) See- also REGULAR CLASS and 
JjRADEr—V 

UNGRADED ELEMENTARY CLASSES-Elementary 
classes in which children are not grouped according to 
standard grade classification, (I) 

UNGRADED ELEMENTARY SCHOOL-An elemen- 
tary school which is not organized on a grade basis, but 
which offers work on the elementary instructional 
level. (IV, V,Vl) 
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UNGRADED HIGH SCHOOL-A secondary school 
which is not organized on z grade basis, but which 
.offers work on the secondary instructional level. (iV, 
V,VI) , , - | 

UNGRADED PRIMARY UNlT-An organ^tion, for 
all or a portion of the primary years of school, which 
" has uo grade designations or grade-level standards. (VI) 
See also, UNGRADED SCHOOL, 

■ UNGRADED SCHOOL-A school which has no grade 
designations or grade level standards. In such a school 
pupils are reclassified frequently according to indi- , 
vidual progress. Aspects of subject matter taught are 
designed for the various abilities of individual pupils. 
Frequently, provision is made for independent study 

1 and research by pupils as well as" for permissive 
self-selection of problems and material*. Achievement 
standards vary with the rate of learning for different 
pupils and pupil advancement can occur at any time. 
(VI, IVR) 

UNIT, ADMINISTRATIVE-^*? ADMINISTRATIVE 
UNIT- 
UNIT, COST-Se<? COST UNIT. 

UNIT, HOUSING-See HOUSING UNIT. 

< 

UNIT, INTERMEDIATE ADMINISTRATIVE-See IN- 
TERMEDIATE ADMINISTRATIVE UNIT, 

, UNIT, LOCAL BASIC ADMINISTRATIVE-See 
LOCAL BASIC ADMINISTRATIVE UNIT. 

UNIT, OPLRATIONAL-See OPERATIONAL UNIT. 

UNIT, ORGANIZATIONAL-See "ORGANIZA- 
TIONAL UNIT. 

* 

UNIT, REPORTING -See REPORTING UNIT. 

V 

UNIT, RESOURCE-Sce RESOURCE UNIT. 

• UNIT, UNGRADED HUMARY-ft* UNGRADED 
PRIMARY UNIT. 

UNIT CONTROL-A method of property control 
whereby a piece of equipment is accounted for as a 
Single unit or entity in itself so that it retains its t 
separate identity in tne .ecords, either on an individual 
record card or form, or j\s a line item in a ladger. (HI) 



UNIT COST-Expenditures for a function, activity, or 
service divided by the total number of units for which 
the function, activity, or service was provided. (IW1I- 
IIR, IVR) • 

UNIT OF INSTRUCTION-A major subdivision of 
instruction within a course or within an aspect of 
subject-matter content prided for a self-contained 
class or for other pupils. Generally composed of several 
topics, a unit of instruction .includes content and 
learning experiences developed around a central focus 
such as a limited sco^e of subject matter, a central ' 
problem, one or more related concepts, one or /nore 
related skills, or a combination of these. (VI, IVR) 

UNIT OF MEASURE-A combination of statistical 
elements, in education usually expressed in ratios, 
such as pupils per teacher, square fret per pupil', cost 
per pupil, cost effectiveness ratio. (IIR, IVR) 

UNIT OF WORK-The number or amount of objects 
serviced or recipients served by a staff member's 
efforts. (IVR)' 



UNIVERSAL FIRTH NUMBER-An * identification 
.number assignee an individual by the Bureau of 
Vital Statistics ot ~ ^tate, using a combination* of digits , 
representing area code, birth registration* number, and , 
year of birth. (VR) 

UNIVERSITY- A postsecondary institution which 
typically comprises one or more colleges pnd one or, 
more graduate professional* schools. (VII) See also 
COLLEGE. * ' N 

UNLIQUIDATED ENCUMBRANCES-Encumbrances 
outstanding. (II, IIB, l\K)Seealso ENCUMBRANCES. 

UNRESTRICTED GRANTS-IN-AID-Revenues re- 
ceived as grants by the LEA which can be used for any 
legal purpose desirecC by the LEA without restriction, 

(HR) , . 

UPGRADING IN CURRENT OCCUPATION PRO- 
GRAiMS-Learning experiences concerned with skills 
and knowledge designed primarily to extend or update 
workers' competencies for occupations in which they 
are already employed. (IIR, IVR) 

UPHOLSTERING {subject matter)-*? appendix, p. 
265. 
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UPKEEP OF GROUNDS RESPONSIBILITY-Tl.e area 
of responsibility $or maintaining the grounds and the 
equipment on the grounds (cither than buildings) owned 
. or used by the school system in a state of good 
condition and repair. It consists of such activities as 
^grading grounds, reseeding grounds, replacing shrubs, 
and repairing and replacing Walks, fences, playground 
(HR a TvR) Wn SPr ' nkliRS systems ' na 8P° le >. and sewers. 

UPPER ELEMENTARY GRADES-The .elementary 
grades following the intermediate elementary grades 
usually grades 7 and 8 in an 84 organizational pattern' 
(IV, V, VI, VII) 

URBAN BLIGHT-Usually defined as an economic 
dislocation, but commonly used to imply deterioration 
or the existence of deficiencies in the quality of 
. structures and their immediate environment (Unpub- 
lished VIII) 

URBAN FRINGE— (I) the area beyond the established 
suburbs of a city where urban and rural characteristics 
converge. It is an area of mixed land use and is less 
politically organized than the suburbs. Because of an 
absence of zoning regulations and the relatively lower 
. land cost, types of 'land use that are considered 
undesirable (such as automobile- junk yards) are often 
found in fringe areas. This area is also referred to as the 
rural-urban fringe. (2) As defined by the U.S. Census, 
the built-up area surrounding a large city,, which is 
continuous with the city and has an average density of 
2,000 persons per square mile. In this sense the urban 
tringc includes the suburbs and the fringe as defined 
above. (Unpublished VIII) 

t 

URBAN I'LACE-Any incorporated or unincorporated 
place of 2,506 inhabitants or more, or one of the 
towns, townships oV counties classified as urban 
(Unpublished VJII) 

URBAN POPljLATION-AII persons living hi (a) places 
of 2,500 inhabitants or more incorporated as cities, 
boroughs, villages, and towns (except towns in New 
England. New York, and Wisconsin); (b) the densely 
settled urban fringe, whether incorporated or unincor- 
porated, of urbanized areas; (c) towns in New England 
and the townships in New Jersey and Pennsylvania 
which contain no incorporated municipalities as sub- 
divisions and have either 25,000 inhabitants or more or 
a population of 2,500 to 25,000 and a density of 1,500 
persons or more per square mile; (d) counties in States 



other than the New England States, New Jersey, and 
Pennsylvania that have no incorporated municipalities 
within their boundaries and have a density of 1,500 
persons or more per square mile; and (e) unincor- 
porated places of 2,500 inhabitants or more* (Unpub- 
lished VIII) F 

URBAN RENEWAL-A form of recuperative change in 
the physical city by which dysfunctional or-outmoded 
slructures and facilities are replaced in response to 
pressures of-economic and social change. (Unpublished. 

URBANIZED AREA-An area encompassing a central 
city or twin cities of 50,000 or more population plus 
the surrounding closely-settled incorporated places and 
unincorporated areas that meet„certain criteria with- 
respect to intensity of use. (Unpublished VIII) 
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VALIDITY-The extent to which a device, measures 
what it purports to measure. (Unpublished IX) 

VALUE-A term designating (1) the act of describing 
anything in terms of money; or (2) the measure of a 
thing in terms of money. (Ill) See also APPRAISAL- 
APPRAISED VALUE; BOOK VALUE; INSURABLE 
VALUE; PRESENT WORTH; REPLACEMENT COST- 
and SALVAGE VALUE. 

VEHICLE— A conveyance used to transport persons or 
objects. (Ill, VI-IIR, IVR) 

VEHICLE OPERATING ASSIGNMENT— An assign- 
ment consisting primarily of driving a vehicle such as a 
bus, truck, or automobile used in the service of the 
LEA. (IV-IIR, IVR) 

VEHICLE SERVICING AND MAINTENANCE SERV- 
ICES (pupil transportation)-Activities concerned with 
maintaining pupil transportation vehicles in good con- 
dition; including repairing vehicles; replacing vehicles 
parts; and cleaning, painting, greasing', fueling, and 
inspecting vehicles for safety. (IIR, IVR) 

VEHICLE SERVICING AND MAINTENANCE SERV- 
ICES (for other than buses)-Activities concerned with* 
maintaining general purpose vehicles such as trucks, 
tractors, graders, and staff vehicles, in good condition! 
This data element includes such activities as repairing 
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vehicles, replacing vehicle pans, cleaning, painting, 
greasing, fueling, and inspecting velucles fur safety, i.e , 
preventive maintenance. (IIR, IVR) 

VETERAN-A person who served on active duty as a 
member of the active Armed Force of the United 
States and was discharged or released therefrom under 
conditions other than dishonorable. (National Guard 
personnel and' reservists called to active duty for civil 
disturbances, disasters, or training for a limited period 
are not considered veterans under tlus definition.) 
(VR) 

VETERANS' DEPENDENTS' EDUCATIONAL AS- 
SISTANCE PROGRAM-Provisions (in chapter 35, 
title "38, U.S. Code) for education and other benefits 
for spouses^ widows,- widowers, and children of 
veterans who died or arc totally disabled because of 
service-connected disabilities, or are prisoners of war or 
missing in action for more than 90 days. (VR) See also 
VETERAN. 

VETERANS' EDUCATIONAL ASSISTANCE" PRO- 
GRAM-Provisions (in chapter 34, title 38, U.S. Code) 
for education and other benefits at approved educa- 
tional and training institL.ions for veterans who served " 
in the U.S. Armed Forces for more than 1 80 days after 
January 31, 1955 and who were discharged under 
conditions other than dishonorable. Entitlement termi- 
nates 8 years after separation or after May 31, 1966, 
whichever occurs later. (VR) See also VETERAN. 

' VETERANS' VOCATIONAL REHABILITATION 
PROGRAM— Provisions (in chapter 31, title 38, U.S. 
Code) for vocational rehabilitation for service-disabled 
veterans who served in the U.S. Armed Forces, were 
discharged under conditions other than dishonorable, 
and are in need of such rehabilitatidn because of the- 
handicap of their service-connected disabilities. (VR) 
-See also VETERAN. 

VISITING' TEACHER (home-school counselor)- A 
person who visits pupils and parents in the home, 
assisting the school and the home -in solving the 
personal adjustment problems of pupils. (I, IMV-IIR, 
IVR) See also SOCIAL WORK. 

VISUAL HANDICAP-An impairment in vision that is 
sufficiently severe to adversely affect an individuals 
performance. A persun identified as having a visual 
handicap may be referred to as partially seeing or 
blind, according to the nature and seventy of his 
handicap. (V,"V1-VR) 



VISUALLY HANDICAPPED Individuals having a 
visual impairment sufficiently severe to adversely affect 
normal progress in the usual school program. Such a 
• person may be further identified as partially seeing or 
blind, according to the nature and severity of the 
handicap. (VR) See also PARTIALLY SEEING and 
BLIND. > 

VOCAL MUSIC (subject inatter)-.Stee appendix, p. 
223. 

VOCATIONAL AND A VOCATIONAL SKILLS DE- 
VELOPMENT (subject matter)-See appendix, p. 271. 

'VOCATIONAL AND INDUSTRIAL ARTS SHO£ 
ROOM-See SHOP ROOM. / 

VOCATIONAL AND/OR TECHNICAL SCHO0L-A 

school which is separately organized under ^he direc- 
tion and management of an administrator (sudi as a 
principal) for the primary purpose of catering educa- 
tion and training in one or more semiskilled, skilled, or 
technical occupations. (VI-IIR, IVR^ ^ 

VOCATIONAL CLUSTERS-(l) A group or family of 
jobs or occupations with rather closely related require- 
ments for employment, (2) the organization of voca- 
tional education courses so that the students in the 
program can be made employable in a number of 
related jobs and industries. (Unpublished IX) 

VOCATIONAL COURSE-A course approved under 
State plan requirements for vocational and technical 
education. (VI) 

VOCATIONAL OR TRADE HIGH SCHOOL-A secon- 
dary school which is separately organized under a 
principal for the purpose of offering training in one or 
more skilled or semiskilled traces or occupations. It 
includes such schools whether federally aided or not. 
Departments of other types of hign schools which offer 
commercial, agricultural, home economics, industrial 
a*rts, and other applied art courses would not be 
considered as separately organized under the direction 
and management of an administrator (such as a 
principal). (VII) 

VOCATIONAL REHABILITATION -The service of 
preparing disabled persons for remunerative employ 
ment through diagnosis, guidance, physical restoration, 
training, and placement. (VR) 



VOCATIONAL-TECHNICAL EDUCATION-Educa- 
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tion in one or more semiskilled, skilled or technical 
occupations, provided by a school which is separately 
organized under the direction and management of an 
administrator (such as a principal). (VII) 

VOICE IMPAIRMENT-Abnormal vojce fluality caused 
by pathology or misuse of the larynx. (VR) 

} 

VOLUNTARY TERMINATION-The situation 
existing when a staff member, acting on his own 
initiative, elects to separate from employment with the 
school system. (IV) 

VOLUNTEERED SERVICES-Services provided an 
LEA without compensation to the provider. (IVR) 

VOUCHER- A document which authorizes 'the pay- 
ment of money and usually indicates the accounts to 
be charged. (II, IIR,IVR) 

VOUCHER SYSTEM-A system which calls for the 
preparation of vouchers for 'transactions involving 
payments and for the recording of such vouchers in a, 
special book of original entry known as a vouched 
register in the order in which* payment is approved. (IL 
IIR,IVR) 

VOUCHERS PAYABLE-Liabilities for goods and serv- 
ices received as evidenced by vouchers which have been 
pre-audited and approved for payment but which have 
not been paid.(IIR) 



-W- 

WAREHOUSE-A building used primarily to store 
supplies and equipment for the school district as a 
whole. (III> 

WAREHOUSE INVENTORY ADJUSTMENT- 
Amounts reflected as a deficit as a result of an audit or 
count of items held in a stores or warehouse inventory 

WAREHOUSING AND DISTRIBUTING SERVICES- 
Operation of the systemwide activities of receiving, 
storing, and distributing supplies, furniture, equipment, 
materials, and mail. This data element includes tly^ 
pickup and transportation of cash from school facilities* 
to the central administrative office or bank, for control 
and/or deposit. (IIR, IVR) 



WARRANT-An order drawn by the school board to 
the LEA treasurer ordering him to pay a specified 
amount to a payee named on the warrant. Once signed 
by the treasurer the warranty becomes a check payable 
* by a bank named on the warrant by the treasurer 
(IMIB-IIR) 

WARRANT INTER^ST-Interest paid on. registered 
warrants. (II, UK) See also REGISTERED WARRANT. 

WARRANTS PAYABLE-Warrants issued by the 
school board but not yet signed by the treasurer (IIB 
IIR) " 

WELFARE-The system for providing goods and/or 
services to financially indigent or physically incapaci- 
tated persons or their families for the purpose of 
sustaining a minimal life style for an indeterminate 
period. Eligibility icquirements are qstablished by Jaw 
or ordinance at the funding source which may be either 
local, State, or Federal. (VR) 

WELFARE ACTIVITIES-Providing for personal needs 
of indigent persons, when Such aid is restricted to 
indigent persons, and for providing services in connec- 
tion with disaster relief. (IIR, IVR) 

WELFARE AGENCiES-Governinental or private 
organizations having the purpose of aiding poor and 
disadvantaged individuals. (Unpubli; ^led VIII) 

WITHDRAWAL- An individual who has withdrawn 
from membership in a class, grade or school by 
transferring, by completing school work, by dropping 
out, or because of death. (I-V) 

WITHDRAWING-Leaving a class, grade, or school by- 
transferring^ by completing school work, by dropping 
out, or because of death. The date of withdrawal from 
membership is the first day after the date of the last 
day of membership, if known; otherwise, the date of 
withdrawal is considered to be the date on which it 
becomes known officially that the pupil has left. (V) * 

WITHHOLDING-The process of deducting from a 
salary or wage payment an amount, specified by law or 
regulation, representing the estimated Federal or State 
income tax of the individual that the employer must 
pay to the taxing authority. (IIR, IVR) 

WITHHOLDING TAXES -See WITHHOLDING. 
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WOODS (subject matter)~See appendix, p. 205. 

WORK IN PROGRESS-A term limited to a building 
under contract for construction but which has not 
been finally accepted by the school district. A building 
under construction by school district employees but 
which has not been completed is also classified as work 
in progress. (Ill) 

WORK ORDER-A written order authorizing and 
directing the performance of a certain task, issued to 
the person who is to direct the work. Among the 
information shown on the order are the nature and 
location of the job, specifications of the work to be 
performed, and a job number which is referred to in 
reporting the amount of labor, materials, and equip- 
ment used. (II, IIR, IVR) 

WORKLOAD-A measure denoting the work per- 
formed by school employees during the regular school 
hours. (MVR) 

WORK-STUDY PROGRAM-A scfcooT program de- 
signed tb provide employment for students who could 
not continue in school without the financial support 
provided through a job. The unemployment may or 
may not be curriculum related. (Cooperative Programs 



provide work experiences specifically related to the 
student's instructional program. The student's on-the- 
job training is an integral part of his total school 
curriculum.) (VII, IVR) 



-Y- 

"YOUTH AGENCIES-Governmental or private organi- 
zations whose purpose is to deal with problems of 
adolescents and young adults. (Unpublished VIII) 

YOUTH ORGANIZATIQNS-Groups of adolescents or 
young adults organized for various purposes such as 
recreation, education, or service. (Unpublished VIII) 



ZONING-The public regulation of land and building 
use in order to control the character of the com- 
munity. Ideally, areas of the city or town are restricted 
to specialized usage for the benefit of the public 
welfare, for example, so that residential areas will not 
become interspersed with industry. (Unpublished VIII) 
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The appendix reproduces chapter 6, in its entirety, of Handbook VI, Standard 
Terminology for Curriculum and instruction in Local and State School Systems, State 
Educational Records and Reports Scries. 'Chapter 6 contains the definitions of all terms 
classified in chapter 5 of Handbook VI. The coding of terms is identical in both chapters. 

It should be noted that chapters 5 and 6 of Handbook VI are now a Department of 
Health, Education, and Welfare Agency Data Standard. It is Standard Number 1 in the 
DHEW Information Processing Standards Register, titled Codes for Curriculum Subject 
Matter in Local and State School Systems. 

If the user of the Glossary is interested in additional content of Handbook VI, it may be 
purchased from: 

Superintendent of Documents 
* U.S. Government Printing Office 

Washington, D.C. 20402 

Catalog Number HE5.223:23052 
Price: S435 - (subject to change) 
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Appendix 

DEFINITIONS OF ITEMS OF INFORMATION ABOUT SUBJECT-MATTER 
AREAS AND COCURRICULAR ACTIVITIES * 



The items of informations in each of the 20 
subject-matter areas represent (J) selected aspects of 
subject matter as appropriate for elementary, secon- 
dary, junior college, and adult education, and (2) a 
selection of items of information which will serve to 
describe the subject matter in a majority of the 
instructional programs across the Nation. Of the 20 
subject-matter areas seven are identified with voca- 
tional education. These are Agriculture, Distiibutive 
Education, Health Occupations Education, Home 
Economics, Office Occupations, Technical Education, 
and Trade and Industrial Occupations. Of the 22 areas 
ttfnrls devoted to Gene r al Elementary Education and 
General Secondary Education and one to Cocurricular 
Activities. 

The items of information about subject matter in 
this appendix are only briefly described, however, 
there are many items of information concerned with 
the organization and administration of curriculum and 
instruction which can be related to these items to 
provide additional description of subject matter. These 
items arc classified and described in this handbook in 
chapters 3 and 4, respectively. 



AGRICULTURE 
01.00 00 00 00 

Agriculture is comprised' of the group of related 
coupes oi units of subject matter which are organized 
for carrying on learning experience* concerned with 
preparation for or upgrading in occupations requiring 
knowledge and skills in agricultural subjects. The 
functions of agricultural production, agricultural sup- 
plies, agricultural mechanization, agricultural products 
(processing;, ornamental horticulture, fores>tr> , agricul- 
tural resources, and the services related thereto, are 
emphasized in the instruction designed to provide 
opportunities for pupils to prepare for or improve thei; 



competencies in agricultural occupations. An agricul- 
tural occupation may include one or any combination 
' of these functions. 

The Ad Hoc Committee for Agriculture applied the 
following rationale to the selection of the items for 
placement in the Agriculture area: (1) the items were 
determined by consensus of the committee to be 
appropriate to agriculture, (2) the items could be 
defined in brief form using only salient descriptive 
elements, and (3) the various items classified under 
Agriculture were identifiable by titles which the ad hoc 
committee considered to be most commonly used in 
agriculture. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the items included in the X 07 00. Series. -Evaluation 
and Curriculum Improvement on pages 71-78 and ihc 
items included in the X 32 W. Scries. Services Sup- 
porting Instruction on pages 90-96. Graphic illustra- 
tion* of these relationships ire shown in table 7 on 
page 11 and in figure 2 on page 13. (This paragraph 
refers to chapters 3 and 4 in Handbook VI. A similar 
paragraph appears in other classifications which fol- 
low.) 

Future Farmers^of America (FFA) chapters and 
relatcdtleadership training and supervised occupational 
experience programs are significant integral activities 
which aid agricultuial education in making contribu- 
tions to the guidance and total general educational 
development of pupils. The Future Farmers of America 
and related leadership training petmeate every aspect 
of the instructional program in aguculture. The 
foundation upon which the FrA is built includes 
leadership and character development, sportsmanship, 
cooperation, service, thrift, Scholarship, improved agri 
culture, organized recreation, citizenship, and patri- 
otism. (For a. more detailed treatment of the aims and 
purposes of FFA see Official Manual of Future 
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0 1 AGRICU LTU RE-(Continued) 

Farmers of America.) 1 (See also Item v 20.0l II 00 00 
• Future -Farmers of America, page 2^3 of this hand- 
book.) • \ X 

Included in this subject-matter area are^he items of 
information which identify various aspects of agricul- 
ture. 

01.01 00 OQ 00 AGRICULTURAL PRODUCTION 

Subject matter and learning activities which arc 
concerned with the principles and«processes involved in 
the planning related to and the economic use of 
facilities, land, water, machinery, chemicals, finance, 
and labor in the production of plant and animal 
products. In practice, activies include classroom in- 
struction and laboratory experiences, in. and out of 
school, including farms, ranches, and 4 other agricul- 
turally related establishments. Aspects of agricultural 
production are organized under a. variety of descriptive 
titles, such as Animal Science, Plant Science, Farm 
Mechanics, Farm Business Management, and Other 
Agricultural Production. 

01.01 Of 00 00 Animal Science 1 

Planned teaming experiences which are con- 
cerned with the study and the "operations dealing with 
theories, principles, and practices involved in producing 
animals and animal products for economic and other 
uses. (Included as 16.02 01 00 00 Animal Science 
under TECHNICAL EDUCATION "and as 'part of 

16.02 02 00 00 Dairy Technology under TECH- 
NICAL EDUCATION) 

01.01 01 01 00 Livestock and Poultry 

» Organized subject matter and experiences 
designed for the study of an application to various 
major livestock enterprises. Among the considerations 
emphasized in instruction are selection and breeding, 
nutp'ion, animal health, housing and feeding practices, 
and management and marketing. The .following are 
frequently studied, but are not defined here because of 
thdr^mTrontyn^ descriptions. 

Ot.01 01 01 01 DairvCam ^ 

01.01 01 01 02 Beef Cattle 

01.01 01 01 03 Ihrses 

1 Official Manual of Future Farmers of America, a'buUetin 
prepared by the Future Farmers Supply Service, (Alexandria, 
Va.: 1968), p. II. 
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01.01 01 01 Q4 Swine 

01.01 0] 01 05 Sheep 

01.01 01 01 06 Poultry 

01.01 01 01 99 Other Livestock and Poultry 

Include here other livestock and poultry 
emphasized in instruction which are not listed above, 
e.g., goats, buffalo, and laboratory animals. (Specify) 

01.01 01 02 00 Nutrition 

The study of the relationship of proteins, 
fats, carbohydrates* water, minerals, and vitamins in 
the production of meat, milk, eggs, and wool, (see also 
Major Aspects of the Biological Sciences, 

13.02 00 17 00 Nutrition, under NATURAL 
SCIENCES.) 

01.01 01 03 00 Genetics ( 
The study of the principles of injientance* 
and their applications for the improvement^ animals 
through breeding and selection. (See also Major 
Aspects of the Biological sciences, 43.02 00 14 00 
Genetics, under NATURAL SCIENCES.) 

01.01 01 04 00 Physiology % 

A study of "the body processes and functions 
related to animal production such as lactation, repro- 
duction (including artificial insemination and heat 
detection), egg production, digestion, -growth, wool 
production, and other body processes and functions. 
(See also Major Aspects of the Biological Sciences, 

13.02 00 20 00 Physiology, under NATURAL 
SCIENCES.) 

01.01 01 05 00 Animal Health 

The study of environment, drugs, anti- 
biotics, vaccinations, blood tests, and other manage- 
ment faUors in the prevention and control of diseases. 

01.01 01 06 00 Production Management 

A combination of subject matter and ex- 
perience concerned with operating 'and managing a 
commercial unit involving a specific class of animals. 

Ol.OhOl 06 01 Feeding Practices * 

A study of the^ "least-cost" combina- 
tions of feed ingredients for achieving maximum 
performance. 

01.01 01 06 02 Housing Practices 

i<15 



A study of the housing and other 
environmental needs of a specific kin.d of animal. 

01.01 01 06 99 Other-Production Management 

Include here other subject matter and 
experiences emphasized in production management 
which are not listed above, (Specify.) 

01.01 '01 99 00 Other Animal Science 

include here other Organized subject matter 
and experiences emphasized in animal science which 
are not classifiable or listed above. (Specify.) 

'01.01 02 00 00 Plant Science 

Planned learning experiences which are con- 
cerned with the study and operations dealing with 
principles and practices involved in the culture and 
production of agricultural "plants, (Included as 

16.02 04 00 00 Plant Science under TECHNICAL 
EDUCATION) 

01.01 02 01 00 Crops 

Organized subject matter and experiences 

designed for* the study of an application to various 
♦major crop enterprises. Among the considerations 

emphasized in instruction are genetics, nutrition, soils, 

plant pathology, entomology, and disease and pest 
'control. The following crops are frequently studied. 

01.01 02 01 01 Cereal Grain Crops 

The study of principles and practices 
Involved in the production of cereal grains (members of 
the grass family such as corn, wheat, rice, and oats). 

01.01 02 01^02 Fiber Crops 

The study of principles and practices- 
involved in the production of fiber.producing plants 
such as cotton and flax. 

* * . 
01 A) 1 02 01 03 Forage Crops 

The study of the principles and practices 
" involved in the production of forage *:r livestock, e.g., 
grasses and legumes. 

01.01 02 01 04 Oil Crops 

The study of princip.es and practices 
involved in the production of oilseed crops such as 
'soybeans, peanuts, and sunflowers. 

01.01 02 01 05 Tree Fruit and Nut Crops" 

The study of principles and practices 
involved in the production of citrus fruits, apples, 



• \ 

peaches/ pecans, walnuts, and otW tree fruit and nut 
crops. \ \ e 

01.01 02 01 06 Small Frui)\Crops \ 

• ' The study of brinciplesvand practices 
involved in the production of Strawberries^ raspberries, 
blueberries, grapes, and other small fruit crops. 



01.01 02 01 07 Vegetable Crops * x 

The study of principles and practices 
involved in the produ&ion of\pc atoes, tomatoes, 
beans, sweet corn, peas, and other yegetable crops. 

v 01.01 02 01 08 Ornamental Crops 

The study of the principles and practices 
involved in the production of shrubs, trees, flowers, 
turf, and .other plants dsed for ornamental and esthetic 
purposes. (See also 01,05 00 00 00 Ornamental Hort- 
iculture (Production, Processing, Marketing, and 
Services).) 

01.01 02 01 09 Farm Forestry 

(For definition see 01.07 00 00 00 
Forestry (Production, Processing, Management, Mar- 
keting and Services),) 

01.01 02 01 99 .Other Crops 

Include here other crops emphasized in 
instruction which are not listed above. (Specify.) 

01.01 02 02 00 Soils ' 

The study of the physical, chemical, biolog- 
ical, and fertility properties of soils in relation to their 
management for crop production and other agricultural 
operations. 

01.01 02 03,00 Nutrition 

The sttidy of the nutrient and soil fertility 
requirements of various agricultural plants. (See also 
Major* Aspects of the Biological Sciences, 
J3.02 00 17 00 Nutrition, under NATURAL 
SCIENCES.) 

01.01 02 04 00 Genetics 

* The study of the principles of inheritance 
and their applications forihe improvement of plants 
through, breeding and 1 selection. (See also Major 
Aspects of the Biological Sciences, 13.02 00 14 00 
Genetics, under NATURAL SCIENCES.) 

01.01 02 05 00 Physiology 4 

The study of life processes in plants and 
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01 AGRICULTURE-(Continued)~ 

their implications in production principles and prac- 
tices. (Sec also iMajor Aspects of the Biological 
Sciences, 13.02,00 20 00 Physiology, under NA* 
TU'RAL SCIENCES.) 

01.01 02 06 00 Plant Pathology 

Tlie study of the symptoms, causes, and 
control (chemical and nonchemical) of plant diseases. 

01.01 02 07 00 Entomology ' 

The study of beneficial and harmful insects 
and their near relatives such as ticks, snails, slugs, 
spiders, and mites and their impact on agricultural 
production and methods of control. (See also Major 
Aspects of the Biological Sciences, 13.02 00 12 00 
Entomology, under NATURAL SCIENCES.) 

01.01 02 08 00 Plant Disease and Pest Control 

4 The study of symptoms, causes, and control 
of plant injuries and diseases caused by pests such as 
insects, diseases, nematodes, snails, mites, and injur- 
ious birds, and the chemical, physical, biological, 
cultural, and genetic methods of control of the 
undesirable forms of plant and animal life. 

01.01 02 08 01 Insecticides 

The study of „iibstances or mixtures of 
substances that may be used to destroy or otherwise 
control insects and their near relatives, such as ticks, 
snails, slugs, mites, and spiders. 

01.01 02 08 02 Fungicides, Bactericides, Viricides, 
and Nematocides 
The study of substances used to destroy 
or inhibit pathogens, particularly those causing plant 
diseases. Included for study are fungicides and nemato- 
cides which also act as bactericides and insecticides. 

0L0I 02 08 03 Herbicides 

The study of compounds used to de- 
stroy or inhibit the growth of selected plants. 

01.01 02 08 04 Rodenticides 

The study of compounds used to de- 
stroy rodents -especially rats and miue-and similar 
small animals.- ' 

01.01 02 08 05 Nonchemical Controls 

The study of other pest control (man- 
agement of populations) such as biological, mechanical, 
and cultural methods. 



0U0I 02 08 06 'Plant Genetic Resistance 

The study and application of genetics 
and breeding of plants having characteristic resistance 
to attack, infection, or loss from disease and insect 
pests. (See also 0 1 .0 1 02 04 00 Genetics, above.) 

OWU 02 08 99 Other Plant Disease and Pest Control 
Include here other subject matter and 
experiences emphasized in plant disease and pest 
control. (Specify.) 

01.01 02 09 00 Environmental Biology. 

The study of the interaction of plant life 
processes with factors of the environment, and their 
characteristics and implications for managing plant 
production, . 

01.01 02 99 00 Other Plant Science 

Include here organizaed subject matter and 
experiences emphasized in plant science which are not 
classifiable or listed above. (Specify.) 

01.01 03 00 00 Farm Mechanics 

(See tlie category 01.03 00 00 00 Agricultural 
Meclianics.) 

01.01 04 00 00 Farm Business Management 

Planned learning activities concerned with farm 
resource- analysis, accounting, production, financing, 
resource acquisition, purchasing, farm inputs, per- 
formance records, contracts, marketing, and mainte- 
nance. The results of these learning activities arc 
applied to formulating decisions involved in managing a 
farm or ranch operation. 

01.01 04 01 00 Farm Accounts 

Subject matter and experiences concerned 
with accounting as applied to the various enterprises in 
agricultural production. (See also the categories 
03-01 00 00 00 Accounting, and 03.03 00 00 00 
Bookkeeping, under BUSINESS.) 

01.01 04 02 00 Performance Records 

Planned study and experiences concerned 
With the use of records in determining the efficiency of 
a production operation, e.g., yields per acre, pounds of 
milk per cow, and labbr efficiency. 

01.01 04 03 00 Budgeting and Analysis 

Subject matter and learning experiences 
involving the use of quantitative input-output relation- 
ships, costs, and price expectations to secure optimum 
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economic returns to the enterprises of the commercial 
agricultural unit pr the farm as a whole, 

01.01 04.04 00 Manpower Utilization 

Tne study of factors that contribute to 
efficient and economic use of labof resources, and the 
implications of these factors for labor management' 
decisions of the farm managor. Emphasis in instruction 
is on such considerations as the development of. 
knowledge about and ability to work' ftith agricultural 
manpower; employee selection; employer-employee 
relations; wages and working conditions; legal require- 
ments; and conditions affecting the employee, -e.g., 
education, health, and language barriers. 

01.01 04 05 00 Purchasing and Marketing 

The study of (I) acquiring (purchasing) 
input units such as livestock, feed, seed, fertilizer, 
machinery, and equipment, and (2) marketing as 
applied to animal and plant products. 

01.01 04 06 00 Financial and Legal Management 

The study of factors involved in the control 
and application of the financial and legal aspects of man- 
aging a commercial agricultural production business. 

01.01 04 GgMX), Farm Organizations 

Subject matter concerned with a compre- 
hensive study of current programs of the several 
national, regional, and local farmers'* organizations- 
including their development and purposes. 

01.01 04 08 00 Government Programs 

Hie study of current government policies, 
regulations, and programs available to and having 
influence upon agricultural production and manage- 
ment, farm prices, and income of rural people. 

01.01 04 99 00 Other Farm Business Management 

Include here other organized subject matter 
and experiences emphasized in farm business manage- 
ment .which are not listed above. 

01.01 99 00 00 Other Agricultural Production 
Include here other organized subject matter* 

and experiences emphasized in agricultural production 
which are not listed'above. (Specify.) 

01.02 00 00 00 AGRICULTURAL SUPPLIES/ 

SERVICES 

Subject matter and learrting experiences concerned 
with preparing pupils for occupations involved in 

© * -1 
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providing consumable supplies used in the production 
phase of agriculture -including processing, marketing, 
consulting, and other services,, Various aspects of 
agricultural supplies are organized lindcr descriptive 
titles such as those which follow, 

01,O2 01 00 00 Agricultural Chemicals 

The study of a variety of chemicals, drugs, and 
related products which are associated with the produc- 
tion of animal and* plant products. Usually included for 
study are various types of chemicals used to prevent, „ 
control, or-cure animal and plant diseases and control 
pests. 

01.02 02 00 00 Feeds 

v The study of the business of processing and^ 
distributing feeds and feedstuffs. 

x N t 

01 .to 03 00 00 Seeds 

The study of the business of producing, pro- 
cessing, and distributing seeds. 

01.02 04 00 00 Fertilizers (Plant Food) 

The study of the principles concerned with the 
analysis, sale, and application of chemical elements 
known to be necessary for plant growth. These 
, elements are classified as follows: primary-N;P,K; 
secondary-Ca, Mg, S; and mirconuirients-B^Cu, Fo, 
Mn,NJo,Zn,Ce. 

01.02 99 00 00 Other Agricultural Supplies/Services 
Include here other organized subject matter ^nd 

experiences emphasized in agricultural supplies which 
are not listed above. (Specify.) 

01.03 00 00 00 AGRICULTURAL MECHANICS 

A combination of subject matter and activities 
designed to develop abilities necessary for assisting 
with and/or performing the common and important 
Operations or processes involved in the selection, 
operation, maintenance, and use of agricultural power, 
agricultural machinery and equipment, structures and 
utilities, soil and water management, and agricultural 
mechanics shop, including kindred sales and services. 

01.03 01 00 00 Agricultural Power and Machinery 

A combination of subject matter and ex- 
periences designed to develop in pupils the abilities to 
(1) recognize and identify the fundamental principles 
of selection, operation, service, maintenance, repair, 
and safety in agricultural power-engines, electricity, ' 
and hydraulics, and (2) plan, install, service, assemble, 
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01 AGRIGULTURE-(Continued) ■ .. 

adjust, operate, and repair farm machinery. (See also 

16.02 02 02 00 Agricultural Machinery and Equip- 
ment under TECHNICAL' EDUCATION.) 

01.03 02 00 00 Agricultural Structures W- 

Conveniences 
Learning activities designed to assist pupils in 
developing the ability to plan, select materials for, and" 
construct and maintain agricultural structures and 
conveniences. (See, also 16.01 02 03 00 Agricultural' 



Structures and 
EDUCATION.) 



Conveniences 



under 



TECHNICAL 



• 01.03 03 00 00 Soil Management 

A combination of subject matter and practical 
v experiences designed to develop knowledge and skills 
concerned with surveying and classifying soils; determ- 
ining cropping systems and fertilizer; and*eonditioning, 
and* cultural practices that will result in efficient 
agricultural production. . 

* * * « 
01.03 Q4 00, 00 Water Management 

'A combination of subject mdtter and practical 
experiences designed Jo develop knowledge and skills 
concerned with surveying, planning, laying out; con- 
structing, using, and maintaining irrigation, drainage, 
water conservation, runoff, and erosion control sys- 
tems, and with maintaining pfoper soil-water-plant 
relationships. m 

01.03 05 00 00 Agricultural Mechanics Skills 

Planned learning experiences designed to de- 
velop skills, abilities, and judgments necessary to-select, 
select, use, and maintain hand and power tooj^ arc and 
acetylene welders, and to plan and establish'nome farm 



shops. 

01.03 06 00 00 Agricultural Construction and 
Maintenance 
A combina'tion of subject matter and ex- 
periences designed to develop skills and. abilities neces- 
sary in the panning, layout, .fabrication, and mainte- 
nance of farm and other agricultural -equipment} 
especially small custom-built devices. 

01.03 07 00 00 Agricultural Electrification 

A combination of subject matter and experi- 
ences designed to provide opportunities for pupils to« 
gain knowledge and understanding concern'ug making 
effective use of electricity and electrical equipment on' 



farms, ranches, and other agricultural' establishments, 
-^jcluded for study are ihe principles of electrjpiy^*' 
maintenance and operation of equipment, arfcT safety 
factors' rejated thereto. (See also;-ft.(H 02 01 00 
Agricultural Electrification Technology* under TECH- 
NICAL EDUCATION?) 

01.03 99 00 Q0 Other Agricultural Mechanics 

4 Include here other organized subject matter and 
experiences emphasized in agricultural mechanics 
which are. not Ijsted above. (Specify.) 

01.04 00 00 00 AGRICULTURAL PRODUCTS * 

A combination of subject matter and learning 
. experiences designed to' teach basic principles and 
management decisions involved in the science and 
technology of farm products, including marketing, 
inspection, and processing. The groups of products' 
include mtfat, fish, poultry, and eggs; dairy products; * 
fruits and vegetables; cereal grains; oilseeds; yotton, 
tobaccd, and wool; and others. ~*\ ' 



v 01.04 01 00 00 Food Products . 

A combination* of subject matter ancHeapiing 
experiences concerned with the scientific principles 

* and operations involved in the preparation of agricul- V 
tural products for sale and consumption, including ' 
home and institutional preparation of food and its , 

. nutritive .value. (Included as 16.02 03 00 00 Food- 
Processing Technology under TECHNICAL EDU- 
CATION.) 

\ 
\ 

01.04 01 01 00 Meat, Fish, Poultry, Eggs 

• A combination of subject matter and prac- 
tical experiences concerned with the information, 
processes, science, and decisions associated with meats * 
^ind meat products, fish, poultry, and eggs. 

01.04 01 02 00 Dairy Products 

A combination of subject matter and 

* practical experiences, concerned with the infor- 1 
mation, processes,, science, and decisions associated 
with milk and products derived from milk, e.g., 
cream, ice cream, butter, and cheese. (Included as 
16.02 02 00 00 Dairy Technology under TECH- 
NICAL EDUCATION.) 

01.04 01 03 00 Vruits and Vegetables 

A combination of subject matter and prac- . 
tical experiences concerned with the informatios, 
processes, jcience, and decisions associated with* fruit * 
and vegetiiole products. ' # 
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6^.04 01 04 00 Cereal Grains ' . * 
< I A combination of subject matter and prac- 

tical experiences which are- concerned with the infor- 
mation, processes, science, and decisions associated 
with cereal grains and grain products, e.g., wheat and~ 
flour. 

01.04 01 (tf 00 Oilseeds 

-A combination of 'subject rfiatter and prac- 
tical experiences concerned with the 'in f ormation, 
pxocesses, science and decisions associated with oil- 
seeds and oilseed products, e.g., soybeans, cottonseed, 
■ sunflower, and the oils derived from these seeds and 
any other edible- oilseeds, 

01.04 01 99 00 Other Food froduftts 

Include htie other subject matter and prac- 
tical experiences emphasized in food products which 
1 are not listed above, e.g., mushrooms, nut products, 
beverages, sugar, honey, maple products, condiments, 
and derivatives from nonfood crops, e.g., cottonseed 
oil. (Specify.) 

01.04 02 00 00 Nonfood Products* ' 

A combination of subject matter and ex- - 
periences concerned with the information, scientific 
principles, processes, and management decisions related 
to processing and marketing functions associated with 
nonfood products such as cotjton tobacco, and wool, 

as well as the industrial nonfoou uses of grains and 

* 

oilseeds. 

01.04 02 01 00 Cotton 

Subject matter and learning activities con- 
cerned with assembling, ginning, baling, processing, and 
- marketitig the fibers and byproducts of cotton. 

' 01.04 02 tf2T5b Tobacco 

• , * Subject matter and learning experiences^ 
concerned with grading, -storing, processing, and mar- 
keting tobacco. 

01.04 02 03 00 Wool. 

Subject matter and learning experiences 
concerned with assembling, sorting, grading, pro- 
cessing, and marketing wool. ' 

01.04 02 99 00 Other Nonfood Products 

Include here other subject matter and prac- 
tical experiences emphasized in nonfood products 
which are not listed above, e.g., furs, hemp, and gum.. 
(Specify.) 



01.04 99 00 00 Other Agricultural Products • 
Include here other organized subject matter and 

practical experiences emphasized in agricultural prod- 
ucts which are not classifiable or listed above. 
(Specify.) 

* * * 

01.05 00 00 00- ORNAMENTAL HORTICULTURE 

(PRODUCTION, PROCESSING, 
MARKETING, AND SERVICES) 

. Organized subject matter and practical experiences 
concerned with the culture of plants used principally 
for ornamental or esthetic purposes. Instruction em- 
phasizes knowledge and understanding important to 
establishing, maintaining, and .managing ornamental 
horticulture enterprises. Subject matter -and* experi- 
ences are organized under descriptive titles- such as 
Aboriculture, Floriculture, Greenhouse Operation and 
Management, Turf Management, and other ojrnamental 
horticulture. 

01.05 01*00 00 Arboriculture , 

denized? subject matier and practical experi- 
ences concerned with the principles and .practices 
involved m the culture and maintenance cf woody 
plants used for decoration and shadepurposes. 

i 

' 01.05 02 00 OQ floriculture 

Organized subject matter and practical experi- 
ences concerned with the principles and practices 
involved fn field or greenhouse production of flowers 
and the arrangement ok such flowers for ornamental 
purposes. (See also 04.05 00 00 00 Floristty under 
DISTRIBUTIVE EDUCATION.) 

01.05 03 00 00 Greenhouse Operation and / 
Management - 
Organized subject matter and practical experi- 
ences concerned with the principles and practices 
involved in producing plants under glass and in other 
, artificial environments, including greenhouse opera- 
tion, maintenance, and management. 

01.05 04 00 CO Landscaping 

Organized subject matter and practical experi- 
ences concerned with the principles and practices 
involved in locating, planting, and maintaining turf, 
k plants, shrubS, trees, or devices fo: the beautification 
of home grounds and -other areas of human habitation 
and recreation. * 

01.05 05 00 00 Nursery Operation and Management 
Organized subject matter and practical experi- 
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t 0! AGRICULTURE-(Continued) 

^ erfees concerned with the production of turf, plants, 
* shrubs and/or trees for theWposes of transplanting or 
propagating the, including, nursery operation, main- 
tenance, and management. 

01.05 06 00** 00 ^Management 

9 Organized subject matter „nd practical experi- 
ence* concerned with the principles and practices in- 
volved m establishing, managing, and maintaining grass- 
% ed areas for ornamental and/ojrrecreational purposes. 

01 Os 09 £q oo other Ornamental Horticulture 

In.Iade here other organized subject rr atter and 
5 experiences emphasized in ornamental horticulture 
which are not listed above (Specify.) 

/01.06 00 00 00 AGRICULTURAL RESOURCES 
/ (CONSERVATION, UTILIZATION, 

AND SERVICES) 

A combination of subject matter and planned 
iearningexperiences concerned with the principles and 
• processes involved in .the conservation and/or improve- 
Afaent of natural resources such as air, forests, soil, 
_J water, fish, plants, and wildlife for economic and 
recreation purposes. Instruction dho emphasises- such 
facers 39 the establishment, management, and opera- 
tion of forest lands used for recreational purposes. 

01.66 01 CO 00 Forests 

A-comb nation of subject-matter and experK 
enus concerned with forests as living communities o» 
plants and an;mals in which trees are the dominant 
species. Emphasis is on the multiple use of forest lands 
and resources. 

01.06 02 00 00 Recreation 

The study of recreation as one of the multiple 
uses of land, including emphasis of the principles of 
conservation, Included m instruction are examples of 
* recreation activities 'which can be established, main- 
tamed, and 'managed, such as fishing, picnicking, 
hunting, camping, and nature study. 

01.06 03 00 00 Soil 

A combination of subject , matter and practical 
experiences designed to provide opportunities for 
gaming knowledge and understanding concerning the 
principles and practices involved in maintaining soil 
stability and productivity, including (he prevention of 
erwmn. pollution, w.ater logging, exhaustion of plant 
nutrients, and the accumulation of toxic salts. 



s 

01.06 04 00 00 Wildlife-including game farms and 
* hunting areas 

A study of the -principles and practices involved 
in the preservation and/or improvement of wildlife 
such as game, fowl, and fish. 

01.06 05 00 00" Wafer 

A combination of subject matter and prac ical ex 
perienees concerned with waf^r-conservation p 
such as prevention of soil erosion, sedimentatioi 
pollution, seepage, and evaporation; flood 
^aquatic^ weed control; and the developinen 



ood I 



actices 
, other 
;6ntrol; 
onserva- 



tion, and management of water supplies for agricultural, 
domestic 1 , industrial, and recreational purposes. 

01.06 06 00 00. Air 

The study of Sir pollution, including the effects 
ot\agncultura! activities on pollution, and the effects of 
pollution on plaffi^and animals. » ' . „ 

01.06 07^00 00 Fish r intluding farms and hatcheries 
A combination of subject matter and activities 
concerned with f ihe propagation, rearing, stocking, and 
management of fislu^i public and private waters. 

01.06 08 00 00 Range 

The study of theories, principles, and practices 
Solved in the preservation and/or improvement of- 
natural range lands. 

01.06 99, 00 00 Other Agricultural Resources 
Include here other organized subject matter and 

' experiences emphasized in agricultural resources which a 
are not listed above, including emerging occupational 
areas in this category. (Specify.) 

01.07 00*00 00 FORESTRY PRODUCTION, PRO- 

CESSING, MANAGEMENT, MAR- 
KETING, AND SERVICES 
A combination of subject matter and experiences 
concerned with the multiple use of forest lands and 
resources, 
tec tion. 



including their management anu pro- 



01.07 01 00 00 Forests 

(For definition see 01.060! 00 00 Forests 
under Agricultural Resources.) 

01.07 02 00 00 Forest Protection 

A combination of subject matter and activities 
designed to provide knowledge, understanding, and 
judgment concerning the behavior of enemies of the 
forest and their control 



9 
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Oi.07 03 00 00. Logging-harvesting and transporting 
* Study, including observation and practical ex- 
periences, concerned with the initial collective activi- 
ties involved in harvesting tree* as a crop and in terms 
of not interfering with other deniable uses of the 
forest. 

K 

01.07 04 00 00 Wood Utilization 

Organized subject matter and practical activities 
concerned with the many wood products of the forest. 
Emphasis in instruction is on the study of production, 
selection, grading, and marketing of forest raw matenal 
(wood) for multiple uses in conversion to consumer 
goods, e.g., paper^ plywood, wallboard, plastics, and 
preservative-treated wood products. 

01.07 05 00 00 Recreation 

(*or defimtiun see 01.06 02 00 00 Recreation 
under Agricultural Resources.) 

01.07 06 00 00 Special Products 

Organized subject matter concerned with Jhe 
production and marketing of special products, e.g.,, 
maple syrup, nuts, Christmas trees, and other products. 
Consideration is given to the great variety of products 
utilized in their natural slates and/or manufactured 
from sucli products. The follow ng are representative 
of special products. 

01.07 06 01 00 Chnsimas Trees 

01.07 06 0 2 00 Maple Syrup 

01.07 06 03 00 Nuts 

• 

01.07 06 99 00 Other, Special Products 

Include here other special products empha- > 
sized in instruction* which are not listed above. 
(Specify.) « 

_ 01.07 99 00 00 Other-Forestry P 

InJudc here other organized subject matter and 
activities emphasized in forestry which arc not listed 
above. (Specify.) 

*• 

01.99 00 00 00 OTHER AGRICULTURE 

Include hqrc other- organized mbiect matter and 
experiences emphasised in agriculture which are not 
listed or classifiable in one of the above categories. 
(Specify.) 
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ART $ . 

02.00 00 00 00 

Art is comprised of the organized body of subject 
matter or related courses involving primarily visual, 
tactile, and kinesthetic expression. Included in instruc- 
tion are the two-dimensional forms such as drawing, 
painting, or printmaking; the three-dimensional forms 
such as sculpture »or pottery; oth.r spatial concepts 
such as architecture and design for the performing arts; 
and the history and theory of art. Emphasis is placed 
upon the esthetic and creative factors of visual forms. 

Hie Ad Hoc Committee for Art applied the 
following rationale to the selection of substantive 
content for placement in the Art subject-matter area: 
(Y) the content was determined by consensus, of the 
committee to be appropriate to art in terms of origin 
and meaning, (2) subject-matter items could be defined 
in brief form using only salient descriptive elements; 
and" (3) the various aspects of organized subject matter 
classified under Art were identifiable by titles which 
the ad hoc committee considered to be most com- 
monly used in current practice. 

Opportunities are frequently provided outside of 
regular classlime for pupils to pursue the development 
of interests, skills, and knowledge in selected aspects of 
art as an extension of their classwork. These activities, 
when approved by appropriate school authorities and 
directed or supervised by qualified adults, are referred 
to as cocurricular activities. They may be designed for 
the participation of pupils as individuals or in groups. 
A variety of such activities is identified and classified 
categorically under 20.00 00 00-00 Cocurricular 
Activates in chapter 5 beginning on page 146; and they 
are<discussed more fully, in this chapter beginning on 
page 242. 

^ Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, ahd subject 
matter in the instructional program. For examples see 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement on pages 71 -78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

Included in this subject-matter area are the items of 
information which identify various subjects in the art 
areas. 

02.01 00 00 00 ART HISTORY AND THEORY 

The study of the visual arts from a conceptual point 
of view including its history, its relation to social 
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02 . ART-(Continued) 

and psychological co ditions, to philosophic positions, 
and to other humanistic disciplines. Art concepts are 
treated under a variety of descriptive titles suchjWSft 
History, Art Theory, Humanities, and other art history 
and theory. 

02.01 01 00 00 Art History 

The study of the histroy and evolution of art 
forms and symbols and their relationship to other 
historical data > usually presented in chronological of 
cultural order. Specific periods of art, including con- 
temporary, may be isolated in specialized courses. The 
focus might be on sensitivity to the inherent esthetic 
merits of a work of "art as well as its historical 
significance. 

02.01 02 00 00 Art Theory 

The study of those aspects of philosophy, 
psychology,- sociology, and other disciplines which 
relate to art topics. Esthetics, criticism, creativity, 
perception, cultural anthropology, and other relevant 
social or behavioral studies may be included. This 
subject matter also applies to the professional educa- 
tion of art teachers and professional' museum person- 
nel. 

02.01 03 00 00 Humanities 

The study of selected aspects of art presented in 
relation to visual and performing arts, literature, and 
philosophy in their social and historical concepts. 
Sometimes aspects of the various subject-matte/ areas 
are taught separately but relatedly; in other instances, 
these aspects of subject matter ate, fused or integrated 
with selected content from art forming the core. (See 
also 05.03 69 0 0 00 Humanities under ENGLISH 
LANGUAGE ARTS, 06.03 00 00 00 Humanities 
under FOREIGN LANGUAGES, 12.06 00 00 00 
Humanities under MUSIC, and 15.09 00 00 00 
Humanities under SOCIAL SCiENCES/SOCIAL 
STUDIES.) 

02.01 99 00 00 Other Art History and Theory 
Include here* other organized subject matter 

emphasized in art history and theory which is not 
listed above. (Specify.) 

02.02 00 00 00 ART STUDIO 

A space designed to provide learning situations 
involving participation by pupils in the visual arts, 
emphasizing their expressive and creative aspects and 



the development of necessary related skills and under- 
standing. Esthetic merit, rather than technical vir- 
tuosity, receives primary emphasis. Opportunities for 
studio experiences are provided under descriptive titles 
such as Basic Design, Commercial Design, Environ- 
mental Design, Crafts, Drawing, Painting, Photography, 
Printmaking, Sculpture, and other aru* Ho. 

02.02 01 00 00 Basic Design 

• A study of the relationships of two- and 
three-dimensional visual forms, somewhat comparable 
to the study of the structure of verbal language! The 
elemehts and principles affecting visual expression are 
central. Design is treated # under a variety of descriptive 
course titles. 

* 

02.02 0i 01 00 Two-dimensional Design 

Hie study of the relationships of line, shape, 
color, movement, and other visual elements when 
applied to a plane. 

02.02 01 02 00 Three-dimensional Design * 

The study of the structural relationships of 
form, texture, space, movement, light modulation, and 
other visual elements as they apply to three-dimen- 
sional configurations. 

02.02 02 00 00 Commercial Design 

Studies directed toward specific applications of 
design principles. Commercial design is organized and 
treated under a variety of titles such as Advertising and 
Graphic Design, Design for the Performing Arts, 
Fashion Design, Technical and Medical Illustration, and 
other commercial design. (Included as 
04.00 00 51 00 Commercial Design under DIS- 
TRIBUTIVE EDUCATION.) ) 

02.02 02 01 00 Advertising and Graphic Design 

The development of skills necessary in the 
preparation of visual material suitable for, quantity 
reproduction. Lettering, typography, layout, and il- 
lustration a/e included. Negotiation, bidding, and cost 
estimating may also be taught. 

02.02 02 02 00 Design for the Performing Arts 

The study of design and production of sets, 
costumes, props, and other accouterments of the 
performing arts. Work with theatrical productions is 
essential. 

02.02 02 03 00 Fashion Design 

The study and development of skills and 



ERLC 



153 



processes involved in the design of apparel. Textile and 
clothing industries may be taught. 

02.02 02 04 00 Technical and Medical IlWrahun 

The development and use of skills and 
processes involved in creating illustrations relating to 
industrial, scientific, or medical subjects. Study in 
science, industrial technology, and/or associated medi- 
cal areas is frequently included in the development of 
knowledge and skills necessitating advanced study. 

02.02 02 99 00 Other Commercial Design 

Include heip other organized subject matter 
and experiences emphasized in commercial design 
which arc not listed above. (Specify.) 

02.02 03 00 00 Environmental Design 

The development of environmental sensitivity 
and the application of principle* of spatial and struc- 
tural design lo the problems of creating structural 
elements and to products that man creates to adapt, 
alter, and control his surroundings. 

02.02 03 0 1 00 Architectural Design 

The study of organization and enclosure of 
*pace for functional and esthetic purposes. The rela 
tionships of color, texture, volume, space, shape, and 
site are emphasized. Specialized sequences and related 
studies in engineering and technology are essential. 

02.02 03 02 00 Industrial and Product Design 

The study of, with central emphasis on, the 
integration of esthetic quality with industrial technol* 
ogy. The nature of materials and industrial processes, 
the functional 'characteristics of the product, consumer 
psychology, and rudimentary cngineeiing skills are 
included in planning and design. 

02.02 03 03 00 Interior Design 

The planning of color, form, space, and 
tcxtural elements for interiors, emphasizing esthetic 
consideration. The selection and relationship of furni- 
ture, furnishings, communications, traffic, and utilities 
are also included. The close relationship to the archi- 
tecture and landscape is implicit. 

02.02 03 04 00 Landscape Architecture 

The application of design principles to the 
functional and esthetic piobiems of altering, adapting, 
and controlling the external environment. Supporting 
studies in related areas are neccssaiy, e.g., horticulture, 
civil engineering, finance, sociology , and social psychol- 
ogy. 
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02.02 03 05 00 Urban Planning 

Study involving the planning and design of 
cities and towns, or portions thereof, emphasizing the 
integration of functional and esthetic aspects of the 
urban environment. 

02.02 03 99 00 Other Environmental Design 

Include here other organized subject matter 
and experiences emphasized in environmental design 
which are not listed above. (Specify.) 

02.02 04 00 00 Crafts^ " 

Activities for pupils which are planned to 
emphasize the conception and production of "objects 
designed for use." Design quality and esthetic and 
creative factors are emphasized. Consideration of func- 
tion and technique, while important, is subordinated to 
these activities. Craft activities are designed under a 
variety of descriptive titles such as Metalwork and 
Jeweh>, Pottery and Ceramics, Textiles, and other 
crafts. 

02.02 04 01 00 Metalwork and Jewelry 

Study and activities which involve the tech- 
mques of metalwork and jewelry such as brazing, 
soldering, forging, casting, finishing, and other tech- 
niques. 

02.02 04 02 00 Pottery and Ceramics 

Study and activities concerned with the 
forming, firing, glazing, and other finishing, processes 
of ceramic ware. Gay composition and glaze chemistry 
may be taught. 

02.02 04 03 00 Textiles 

. Activities in which the central concern is 
weaving, printing, and creating new forms in fiber and 
* other material. The utilization of the product is not 
normally an fmportant element. 

02.02 04 99 00 Other Crafts 

Include here other crafts which are empha- 
sized for study, e.g., wood, leather, enameled metal, 
glass, and other materials. (Specify.) 

02.02 05 00 00 Drawing 

The process of producing work in a variety of 
wet oi dr> media including, among others, pencil, pen 
or brush and ink, crayon, chalk, or mixed media, 
usually norchromatic. Drawing experiences may em- 
phasize a particular medium or specialized subject 
matter. 
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02 ART-(Continuetl) 

02.02 06 00 00 Painting 

The process of producing work in a variety of 
mcdh such as oils, water color, tempera, casein, 
synthetics, and mixed media. Painting experiences may 
emphasize a particular medium or specialized subject 
matter. < 

02.02 07 00 00 Photography and Related Media 

The process of producing work in phonographic 
' and related media emphasizing, in addition to technical 
aspects, the artistic elements which distinguish this 
work from similar offerings in journalism, science, or 
vocational education. Specialized studies may be of- 
fered in still or motion pictures, television, and other 
electronic equipment. 

02.02 08 00 00 Printmaking 

The process of printmaking, including intaglio, 
relief, planographic, and stencil operations. Etching, 
engraving, lithography, wood and linoleum cuts, silk 
screen, calligraphy, and allied techniques are included 
in this category. These activities do not include 
industrial printing. 

02.02 09,00 00 Sculpture . 

The conception and creation of expressive 
forms by means -of modeling, forming, carving, and 
constructing. Media may include clay, wood, stone, 
metal, wax, piaster! synthetics, found objects, and' 
others. 

j)2.02 99 00 00 Other Art Studio 

Include here other techniques or media empha- 1 
sized in art studio which are not listed or classifiable 
under one of the major categories listed above, 
including emerging art concepts. (Specify.) 

02.09 00 00 00 OTHER, ART 

Include here other organized subject matter and 
experiences emphasized in art which are not listed or " 
classifiable under one of the major categories listed 
above, including emerging art concepts. (Specify.) 

BUSINESS 
03.00 00 00 00 

Business includes the body of related subject 
; matter, or related courses, and planned learning experi- 
ences which are designed to develop in pupils the 
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attitudes, knowledge, skills, and Understanding con- 
cerned with business principles and practices having 7 
applications for personal use and/or activities in the 
business world. Business*]so includes a wide variety of 
aspects of general education, e.g., subject matter from 
other subject areas such as English (language arts), 
social sciences/social studies, and mathematics. 

The Ad hoc Committee for Business applied the 
following criteria to the selection of substantive con- 
tent for placement in the Business subject-i/fatter area.' 
(1) the content was determined by consensus of the 
committee to be unique to business historically and in 
origin; (2) subject-matter items could be defined in 
brief form using only salient descriptive elements; and 
(3) the various aspects of organized subject matter 
classified under Business were identifiable by titles 
. which were cpnsidered to be most commonly used jn 
current practice. 

Opportunities arc frequently provided both during 
and outside regular classtime for pupils to* develop 
interests, skills, and knowledge in selected aspects of 
business as an integral part of the instructional pro- 
gram. As an example, the Future Business Leaders of < 
America provides additional opportunities to develop 
leadership, other qualities, and an understanding qf the 
World of work in business. Such organized activities, 
under appropriate supervision, are referred to as 
cocurricular activities. They may be designed for 
participation of pupils as individuals or in groups, and 
are an integral part of classwork. A variety of activities 
is identified under 20.00 00 00 00 -Cocurricular 
Activities in chapter 5 beginning on page 146; and they 
are described more fully in this chapter beginning on 
page 242. As an illustration, the Future Business 
Leaders of America is identified for reporting purposes 
and further described under Cocurricular Activities as 
Item 20.01 10 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement on pages 71-78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

Included under this heading are the items of 
information which identify various subjects in business. 

03.01 00 00 00 ACCOUNTING 

Organized subject matter and learning activities 
Which are designed to provide opportunities for pupils 
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to develop knowledge, understanding, and skills con- 
cerned witli the principles and theory of accounting, 
and accounting practice*. Different aspects ot ac-* 
counting are organized for instruction under various 
descriptive titles, such as Accounting Principles,' Ac- 
counting Systems, Advanced- Accounting, Cost Ac- 
counting, Data Processing Accounting, Governmental 
and Institution Accounting, Income Tax Accounting, 
Intermediate Accounting, Payroll Accounting, Secre- 
tarial Accounting, and other accounting. (Included as 

04.00 00 *5 00 Accounting under DISTRIBUTIVE 
EDUCATION.) (See also the category 

14.01 00 00 00 Accounting and Computing 0tu<- 
pations and 14.08 00 00 00 Supervisory and Ad- 
ministramc Management Occupations under OFF"ICL 
OCCUPATIONS.) 

03.01 01 00 00 Accounting Principles 

Subject matter and learning experiences which 
are designed to introduce pupils to the general prin- 
ciples ot accounting. Usualiy included for study are 
theory and practice o! accounting and their application 
to. lor example, proprietorships, partnerships, and 
corporations, problems in recording transactions, pay- 
roll and tax transaction procedures, piocedures m 
depreciation and accrual accounting, and preparation 
and analysis ol financial statements. (See also the 
category 14.01 UU M OU Accounting and Computing 
Occupations under OFFICE OCCUPATIONS.) 

03.01 02 00 00 Accounting Systems 

An ortwni/ation of subject mattei and learning 
experiences designed to prepare pupils to analyze 
accounting systems and procedures and to de/ise and 
recommend improvements for existing systems. 
Usually included m the study of automatic data 
pro V sH»iii£ and its application to the accounting 
system. (Sec also the categories 14.01 00 00 00 
Accounting and Computing Occupations and 

14.02 UO « f ij Business Data Prin,tssmg Systems 
Occupations finder OF-MCh OCCUPATIONS.) 

03.0i 03 00 00 Advanced Accounting 

An organization ot subject matter *m\ learning 
activities concerned with the refinement and expansion 
ot accounting theory and procedures with emphasis 
being placed on a vauct> of special problems dealing 
with Mich considerations as partnership^, proprietor- 
ships, and corporations, and installments, consign- 
ments, budgeting depreciation and depletion, govern- 
mental accounting, consolidated statements, taxes, 
liquidation, receiverships, and actuarial science. (See 



also the categories 14.01 00 00 00 Accounting and 
Computing Occupations and 14.08 00 00 00. Super- 
visory and Administrative Management Occupations 
under OFFICE OCCUPATIONS.) 

03.01 04 00 00 Auditing 

The study of the concepts, objectives, and 
ethics applicable to auditing (the examination o(\ 
accounts), including audit plans, internal control, 
sampling, and specific auditing procedures concerned 
with sudi items as cash, investments, receivables, 
inventories, plant, equipment, expenses, ?nd writing an 
audit report. (See also the categories 14.01 00 00 00 
Accounting and Computing Occupations and 
14.08 00 00 00 Supervisory and Administrative Man- 
agement Occupations under OFFICE OCCUPA- 
TIONS.) 

03.01 05 00 00 Cost Accounting 
r The study of procedures and practices involved 
in accounting for materials, labor, overhead, and 
burden under job-order, including various systems of 
cost accojutmg, accounting related to sales, and 
accountirg as a managerial tool of control. (See also 
the categories 14.01 00 00 00 Accounting and Com- 
puting Occupations, 14.02 00 00 00 Business Data 
Processing Systems Occupations, and 14.08 00 00 00 
Supervisory and Administrative Management Occupa- 
tions under OFFICE OCCUPATIONS.) 

03.01 06 00 00 C.P.A. Review 

The study of accounting standards, concepts, 
and principles, and their applications in practice. 
Special attention is given to the AICPA examinations. 

03.01 07 00 00 Data Processing Accounting 

Subject matter and learning activities which 
involve the use of modern data processing procedures 
and equipment in financial activities, with special 
emphasis being placed on systems, including the use of 
punchcard equipment, common-language devices, ac- 
counting machines, and computers. In practice, speciajl 
applications arc made to jnventory control, payroll 
piovedures, customer accounts, billing procedures, and 
storage and retrieval of information. (See also the 
categories 14.01 00 00 00 Accounting and Com- 
puting Occupations and 14,02 00 00 00 Business 
Data Processing Systems Occupations under OFFICE 
OCCUPATIONS.) 

03.01 08 00 00 Government and Institutional 
Accounting 
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03 BUSINESS-(Continued) 

The study of accounting procedures and prin- 
^ ciples as applied to fund accounting for governmental 
"HMits, accounting for nonprofit institutions, and budget 
control in these institutions. (See also the categories 
14.01 00 00 00 Accounting and Computing Occupa- 
tions and 14.08 CO 00 00 Supervisory and Adminis- 
trative Management Occupations under OFFICE OC- 
CUPATIONS.) 

03.01 09 00 00 Intermediate Accounting 

Usually, an organization of su^ect matter and 
learning experiences which are designed to provide (1) 
a systematic review of fundamental accounting pro- 
cesses, and (2) applications of accounting principles to 
major accounting problems such as assets, liabilities, 
working capital, the balance sheet, the income state- 
ment, the analysis of statements, and stockholders' 
equity. (See also the category 14.01 00 00 00 Ac- 
counting and Computing Occupations under OFFICE 
OCCUPATIONS.) 

03.01 10 00 00 Managerial Accounting 

The study of accounting analysis information 
and techniques which are utilized by management in 
its decisionmaking responsibilities and activities. (See 
also the category 14.08 00 00 00 Supervisory and 
Administrative Management Occupations under OF- 
FICE OCCUPATIONS.) 

03.01 U 00 00 Payroll Accounting 

A combination of subject matter and learning 
activities which apply to payroll accounting procedures 
and control, including the sfcudy of Federal and State 
laws and their interpretations and the preparation of 
reports required by governmental agencies. In practice, . 
payroll accounting is frequently a part of bookkeeping 
or office practice courses, and includes recording 
wages, computing payrolls and payroll deductions, and 
recording payroll entries. (See also the category 
14.01 00 00 00 Accounting and Computing Occupa- 
tions under OFFICE OCCUPATIONS.) 

03.01 12 00 00 Secretarial Accounting 

A study of accounting and bookkeeping funda- 
mentals designed primarily for stenographers and secre- 
taries. Included for study are various accounting/book- 
keeping activities, i.e., singlcand double-entry book- 
keeping, payroll procedures, petty cash, records for 
merchandising, records for various professional serv- 
ices, income statements, taxes, and other financial 
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reports. (See also 14.08 01 00 00 Administrative 
Assistants under OFFICE OCCUPATIONS.) 

03.01 13 00 00 Tax Accounting 

The study of accounting principles, procedures, 
and regulations applicable to the maintenance of 
records and the preparation and filing of income tax 
returns for individuals, partnerships, corporations, and 
other types of organizations. Sometimes State and 
local tax laws and procedures are included in addition 
to the study and interpretation of Federal income tax 
legislation. (See also the category 14.01 00 00 00 
Accounting and Computing Occupations under OF- 
FICE OCCUPATIONS.) 

03 01 99 00 00 Other Accounting 

include here other organized subject matter and 
activities emphasized in accounting which are not 
classified above. (Specify.) 



03.02 00 00 00 ADVERTISING AND SALES 
PROMOTION 

(For definition see 04.00 00 44 00 Advertising 
and Sales Promotion under DISTRIBUTIVE EDU- 
CATION.) 

03.02 01 00 00 Advertising Principles 

(For definition see 04.00 00 45 00 Ad- 
vertising Principles under DISTRIBUTIVE EDU- 
CATION.) 

03.02 02 00 00 Advertising Copywriting 

(For definition see 04.00 00 47 00 Adver- 
tising Copywriting under DISTRIBUTIVE EDUCA- 
TION.) 

03.02 03 00 00 Advertising Media and Campaigns 

(For definition see 04.00 00 46 00 Adver- 
tising Campaigns and 04.00-00 49 00 Advertising 
Media under DISTRIBUTIVE EDUCATION.) 

03.02 04 00 00 Direct-Mail Advertising 

(For definition see 04.00 00 52 00 Direct-Mail 
Advertising under DISTRIBUTIVE EDUCATION.) , 

03.02 99 00 00 Other Advertising and Sales 
Promotion 

Include here other organized subject matter and 
activities emphasized in -advertising and sales promo- 
tion which are not classified under DISTRIBUTIVE 
EDUCATION. (Specify.) 
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03.03 00 00 00 BOOKKEEPING 

The study of the fundamental ^uiiciples involved in 
the preparation and maintenance of financial lecords 
concerned with business management and Jpeiations. 
Emphasis is placed on various i chords *uch as budgets, 
payrolls, and financial statements. In practice, pupils 
usually are provided opportunities to gain limited 
experience in the use of selected office machines. 
"Subject matter and activities in bookkeeping are 
treated under various descriptive titles such as Book- 
keeping, First Course, Bookkeeping, Second Course, 
Bookkeeping, Third Course, Bookkeeping, Fourth 
Course, Machine Bookkeeping, Pa>roll Record 
Keeping, Record Keeping, and other bookkeeping. 

03.03 01 00 00 Bookkeeping, First Course 

A combination of subject matter and learning 
experiences concerned with the elementary principles 
of bookkeeping, including some theory of accounting. 
In practice, various bookkeeping situations are empha- 
sized in instruction, e.g., siuglc-and double-entry book- 
keeping, methods and principles of recording business 
transactions, the picparation oi various documents 
used in (Ccordmg income, expenses, acquisition of 
assets, incurrance of liabilities, and changes in equity, 
and the prepaiatioit and sonic mteipietatiori of fi 
nancial statements. (See also 14.01 02 00 00 Bia„> 
keepers under OFFICE OCCUPATIONS.) 

03.03 02 00 00 Bookkeeping, Second Course 

Includes repeating the cycle of the first course, 
expanding the .subject matter and enlarging the degree 
of difficulty. In addition, the pupils are introduced to 
the simplesl Tonus of paitnerslup and corporation 
accounting. Actual books, based on simulated com- 
panies, transactions, and filiations, are used in the 
learning process. (See also 14.01 02 00 00 Book- 
keepers under OFFICL OCCUPATIONS.) 

03.03 03 00 00 Bookkeeping, Third Course 

Organi/.ed learning expencnecs which provide 
for more extensive treatment of the activities carried 
on in the first two courses or cycles. New elements on 
control accounting, subsidiary ledger work, and inven- 
tory accounting are usually introduced. (See also 
14.01 02 00 00 Bookkeepers under OrFICL OCCU- 
PATIONS.) 

03.03 04 0 0 00 Bookkeeping, Fourth Course 

Usually, the terminal course in bookkeeping. In 
practice, provision is frequently made fur icpeating the 
cycles of the first three couises. Moic comprehensive 
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treatment of specialized types of records, introduction 
to cost accounting s> stems, and often relationships 
simulated activities in data processing affecting book 
keeping are introduced. Increased emphasis is also 
placed on financial control through bookkeeping and 
report construction. (See also 14.01 02 00 00 Book- 
keeping under OFFICE OCCUPATIONS.) # ' 

03.03 05 00 00 Machine Bookkeeping 

An organization of subject matter and directed 
activities, often designed as a unit in a bookkeeping or 
an .accounting course, to provide opportunities for 
pupils to gain^ experience in the use of bookkeeping 
machines, usually posting accounts receivable and 
other control account data..(See also 14.01 04 00 00 
Machine Operators: Billing, Bookkeeping, and Com- 
pitting under OFFICE OCCUPATIONS.) 

03.03 06 "00 00 Payroll Record Keeping 

A combination of subject matter and practice 
activities which are concerned with (I) the study of 
Federal and State laws that affect payroll, (2) the 
stud> of basic payroll forms and records and their uses, 
(3) practice in calculating hours worked by employees, 
overtime, gross and net pay, and deductions, and (4) 
practice in preparing records and the required govern- 
ment reports from the records. (See also the category 
14.01 01 00 00 Accounting and Computing Occupa- 
tions under OFFICE OCCUPATIONS.) 

03.03 07 00 00 Record Keeping 

Subject matter and learning experiences that 
deal with financial records less technical than those 
provided in the ttrst and second courses in book- 
keeping and which are frequently considered to be on a 
clerical level. Emphasis is placed on simple, commonly 
used financial records which often are concerned with 
personal, family, club, and small business needs. 
' Sometimes the subject matter and experiences serve as 
a background for enroll^es in the first and second 
courses in bookkeeping as well as a substitute for 
bookkeeping for those not desiring or not qualified to 
take technical bookkeeping courses. 

03.03 99 00 00 Other Bookkeeping 

Include here other organized subject matter and 
activities emphasized in bookkeeping which are not 
listed above. (Specify.) 

03.04 00 00 00 BUDGET CONTROL 

The study of the budgetary process in business, e.g., 
planning for profitable operations, including systems of 
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03 BUSINESS -{Continued) 

cosi and profit analysis. The primary emphdsb is on 
planning which will expedite the achievement of 
specific budget-control objectives. (See also the cate- 
gory 14.08 00 00 00 Supervisory and Administrative 
Management Occupations, under* OFFICE OCCUPA- 
TIONS.) 

03.05 00 00 00 BUSINESS ARITHMETIC OR 

MATHEMATICS 
(For definition see 11.05 01 00 00 Business Arith- 
metic under MATHEMATICS.) 

03.06 00 00 00 BUSINESS COMMUNICATIONS 
The study of oral and written English as they apply 

to business. The emphasis is on the type of correct and 
proper English needed by the secretary, stenographer, 
and clerk, and includes correctness and" clarity in style 
and vocabulary in business correspondence, memoran* 
dums, formal and informal reports, and writing 
minutes. (See also 04.00 00 88 00 Communications 
for Distribution under DISTRIBUTIVE EDUCA- 
TION.) (See also the categories 14.04 00 00 00 Infor- 
motion Communication Occupations, 14.07 00 00 00 
Stenographic, Secretarial, and Related Occupations, 
14,08 00 00 00 Supervisory and Administrative Man- 
agement Occupations, and 14.09 00 00 00 Typing 
and Related Occupations under OFFICE OCCUPA- 
TIONS.) % 

03.06 01 00 00 Business Correspondence 
* Organized subject matter and activities which 

are designed to emphasize the writing of business 
letters, reports, and memorandums. In practice, subject 
matter and activities frequently include emphasis on 
Hoth oral and written English which are used in 
business. 

03.06 02 00 00 Report Writing 

Learning experiences concerned with the pro- 
cess of investigating and presenting business problems 
and their solutions, usuall> including the study of 
methods of collecting, organizing, and interpreting 
data, with emphasis upon the elements involved in 
writing the final report. (Included as 04.00 00 97 00 
Report Writing under DISTRIBUTIVE EDUCATION.) 
(See also 14.04 02 00 00 Correspondence Clerks ' 
under OFFICE OCCUPATIONS.) 

03.06 03 00 00 Spelling and Vocabulary Building 

The study of words, their definitions, pronun- 
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ciation, and applications. The activities normally in- 
clude taking stock of words one knows, and learning to 
spell new words, The subject matter includes words for 
general vocabulary and words for the specialized 
business vocabulary. 

03.06 99 00 00 Other Business Communications 
Include here other organized subject matter and 

activities emphasized in v business" communications 
which are hot listed above. (SpeoifyO 

03.07 00 00 00 BUSINESS ETHICS * 

The study of morality and its> background as a 
facfor determining personal conduct arid the considera- 
tioif of personal ^and social problems from an ethical 
point of view. Usually included is the study of society 
and its influence on policies involved in management, 
and customer, employer, competitor, and govern- 
mental relationships. (Tins subject matter is also 
emphasized in various categories under 
14.00 00 00 00 OFFICE OCCUPATIONS.) 

03.08 00 00 00 BUSINESS FINANCE 

An organization of subject matter designed tp 
provide opportunities for pupils to gain knowledge and 
understanding of the principles of financial manage- 
ment and control as applied to business formation, 
expansion, reorganization, and liquidation. (See also 
categories 14.01 00 00 00 Accounting and Com- 
puting Occupations and 14.08 00 00 00 Supervisory 
and Administrative Management Occupations under 
OFFICE OCCUPATIONS.) 

03.09 00 00 00 BUSINESS LAW 

The study of the principles of law as they relate to 
business transactions and to the individual and his job 
responsibihties-the rights of individuals and businesses 
and other individuals and business with whom they 
deal. Usually, emphases are placed on considerations 
such as contracts, insurance, loans, sales, negotiable 
instruments, partnerships, corporations, principal and 
agent, and property. (Included as 04.10 03 00 00 
Business Law under DISTRIBUTIVE EDUCATION.) 
(See also the categories 14.01 00 00 00 Accounting 
and * Computing Occupations, 14.05 00 00 00 Ma- 
ttnakSupport Occupations, transporting, storing, and 
recordih&wd 14.08 00 00 00 Supervisory and Ad- 
ministratmManagement Occupations under OFFICE 
OCCUPATIONS*)! 

03.10 00 00 00 BUSINESS MACHINES 

A combination of subject matter and guided 
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experiences concerned with developing in pupils the 
knowledge, understanding, and varying degrees of skills 
related to a variety of machines used in business 
offices. (See also 14.01 04 00 00 Machine Operators. 
Billing, Bookkeeping, and Computing, and the category 
14.03 00 00 00 Filing, Office Machines, and General 
Office Clerical Occupations under OFFICE OCCUPA- 
TIONS.) (See also specialized jubject listings in the 
BUSINESS subject-matter area.) 

03.10 01 00 00 Business Machines, First Course 

Instruction and practice activities which are 
designed to provide pupils with an introduction to 
computing machines and opportunities to build ac- 
quaintanceship-level skills on adding machines (ten-key 
and full-key) and on calculating machines (key-driven, 
rotary, and printing). (See also 14.01 04 00 00 
Machine Operators: Billing, Bookkeeping, and Com- 
puting under OFFICE OCCUPATIONS.) 

03.10 02 00 00 Business Machines, Second Course 

An extension of the iearning and practice 
activities carried on in Business Machihes, First Course 
with emphasis on developing job skills on computing 
machines-adding rpachines and calculators— and 
specific applications to -business documents and pro- 
cedures. (See also 14.01 04 00 00 Machine Opera- 
tors: Billing, Bookkeeping, and Computing under 
OFFICE OCCUPATIONS.) 

03.10 03 00 00 Calculating and Listing N/achines 

(For definition see 14.01 04 00 00 Machine 
Operations: Billing, Bookkeeping, and Computing 
under OFFICE OCCUPATIONS.) 

03.10 04 00 00 Duplicating Machines 

Subject matter and practice activities, , fre- 
quently organized as a unit in office practice, designed 
- to provide skills development in the use of various 
types of reproducing machines, e.g., spijit, stencil, and 0 
photocopy duplicating machines. (See also 
14.03 01 00 00 Duplicating Machine Operators under 
OFFICE OCCUPATIONS.) 

03.10 99 00 00 Other Business Machines and 

Appliances 

Include here other subject matter and activities 
emphasized an business machines and appliances which 
are not listed above. (Specify.) 

03.1 1 00 00 00 BUSINESS PSYCHOLOGY 

The study of superior-subordinate behavior inter- 
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v-tions and the influence of group attitudes as they 
relate to the specific work environments. Subject 
matter usually includes interpersonal relationships be- 
tween peers and superiors, personality acknowledg- 
ement, requirements for morale, personal efficiency, 
and leadership by example. (See also 04.10 12 00 00 
Human Relations under DISTRIBUTIVE EDUCA- 
TION.) (See also the category 14.06 00 00 00 Per- 
sonnel, Training, and Related Occupations under OF- 
FICE OCCUPATIONS.) 

03.12 00 00 00 BUSINESS STATISTICS 

The study yf the elementary aspects of statistics 
and their applications to business, e.g., tables, charts, 
ratios, peicentag(s, averages, Rustical data, realities, 
dispersion, ^kcwni l ss ? time series, trends,' indexes, fore- 
casting, and> correlations. (S?e also the categories 
14.01 00 00 00 Accounting and Computing Occupa- 
tions, 14.02 OU OO 00 Business J)ata Processing Sys- 
tems Occupations, 14.05 00-00 00 Materials Support 
Occupations: transporting, storing, and recording, and 
14.08 00 00 00 Supervisory and Administrative Man- 
agement Occupations under OFFICE OCCUPA- 
TIONS.) 

03.13 00 00 00 OFFICE WORK EXPERIENCE 
Plannedv educational activities designed to permit 

application, in a realistic situation, of background and 
skill knowledge previously learned through: coopera- 
tive programs with an approved teacher-coordinator in 
the business community; directed experience programs 
providing systematic supervision of the pupil learning 
situation in or out of school; or simulated programs 
providing realistic classroom work experience directed 
by a qualified teacher. 

. 03.14 00 00 00 CLERICAL PRACTICE 

Lcarning,situations involving laboratory and discus 
sion experiences which are designed to provide oppor- 
tunities for .pupils, not interested in or not pursuing 
secretarial"^ bookkeeping knowledge and skills, to 
develop knowledge and skills in clerical operations. 
Emphasis is on various activities e.g., filing, record 
keeping, 'sometimes advanced typing, telephone and 
telegraph usage, mailroom activities, shipping pro- 
cedures, personality development, machine operation, 
and job-application procedures. (See also the category 
14.03 00 00 00 Filing, Office Machines, and General 
> Office Clerical Occupations under OFFICE OCCUPA- 
TIONS.) 



03 BUSINESS-fContinued) 

03.15 00 00 00 CONSUMER EDUCATION 

(For definition see 15.05 00 00 00 Consumer 
Education under SOCIAL SCIENCES/SOCIAL 
STUDIES.) 

03.16 00 00 00 CREDIT AND COLLECTIONS 
(For definition see 04.00*00 28 00 Credit and 

Collections under DISTRIBUTIVE EDUCATION.) 

03.17 00 00 00 DATA PROCESSING AND 

COMPUTER OPERATION 

Learning activities concerned with surveying and 
studying the rapidly growing need for and uses of 
electronic data processing systems in the business 
office, and the implications for management, including 
the analysis and study of concepts of computer 
Qperations. (See also the category 14.02 00 00 00 
Business Data Processing Systems Occupations under 
OFFICE OCCUPATIONS.) 

03.17 01 00 00 Introduction to Data Processing 

Instruction which is designed to provide oppor- 
tunities for .pupils to become acquainted with de- 
velopments in data processing -concepts, procedures, 
understanding, and processing, electro-mechanical or 
electronic machines. Usually, various methods such as 
manual, machine, punched-card, and electronic are 
studied. Simple applications are made to payrolls, 
inventory, customer records, and billing. This is some- 
times a separate course when equipment is available, or 
it is often a part of an office practice or bookkeeping 
course when equipment is not available, (See also the 
category 14.02 00 00 00 Business Data Processing 
Systems Occupations under OFFICE OCCUPATIONS.) 

03.17 02 00 00 Data Processing Systems 

The stud> of data systems and procedures such 
as the analysis, design* and contr % of management 
information and data communications systems. Other 
aspects of data processing systems frequently empha- 
sized aie: (1) the economics of manual, electro- 
mechanical, and electronic data processing; (2) the 
advantages and limitations of computers, communica- 
tion, and inTormaiion retrieval syste js as tools for 
management control; (3) feasibility study techniques, 
evaluation equipment, and CQnv;rsion techniques, and 
(4) installation, organization, and operation of a 
computer facility. (See also the category 
14.02 00 00 U0 Business Data Processing Systems 
Occupations under OFF? r E OCCUPATIONS.) 



03.17 03 00 00 Computer - Oriented Mathematics 
(Data Processing Mathematics) 
Instruction which is concerned with a practical 
foundation in numerical concepts needed for under- 
standing accounting and machine processes. Subject 
matte* and learning experiences usually^re designed to 
provide knowledge of rotation, number systems, num- 
ber systems with an arbitrary base, basic algebra, linear 
equations, fixed floating point numbers, elements of 
Boolian algebra, methods of numerical computation, 
and use of the computer for numerical computation. 
(See also 11.08 00 00 00 Computer Mathematics 
under MATHEMATICS.) 

« 

03.17 04 00 00 Computer Programming 

Learning activities designed to' provide practice 
in flow charting and writing instruction in computer 
language for the direction of computer operation in the 
solution of a problem. Usually, subject matter includes 
program preparation steps, types of instruction, 
coding, flow charting and block diagramming, number 
systems, address systems, computer word format, . 
housekeeping, running', antf error detection. (See also 
14.02 03 00 00 Programmers under OFFICE OCCU- 
PATIONS.) (Included as 16.04 01 00 00 Computer , 
ana Console Operators under OFFICE OCCUPA- 
TIONS.) 

03,17 05 00 00 Computer Operation: Introduction 

The study of the principles of computer opera- 
tion with emphasis on components and functions of*a 
computer system, input-output media, central pro- 
cessing units, internal processing procedures, console 
and inquiring functions, and programming elements. 
Instruction is usually designed to enable pupils to gain 
"in-depth" knowledge of computer applications and 
characteristics. (See also 14.02 01 00 Off Computer 
and Console Operators under OFFICE OCCUPA- 
. TIONS.) 

03.17 06 00 00 Processing Equipment Operation , 
Learning experiences concerned with the opera- 
tion of electrical/mechanical equipment, »e.g., key- 
punch machine*, accounting machines, collators, key 
sorters, and printer-cither independently or in support 
of and/Qj^ auxiliary to the electronic data computer. 
(See also x 14.02 02 00 00 Peripheral Equipment 
Operators umjer OFFICE OCCUPATIONS.) 

03.17 06 01 0(hjPunchcard Data Processing 

An organization of subject matter and activ- 
ities which is designed to provide opportunities for 
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pupils to gam knowledge and experiences concerned 
with the use of punched card equipment, including 
basic machine operation, board wiring, and typical 
applications. (See also 14*02 02 01 00 Keypunch and 
Coding Equipment Operators under OFFICE OCCU- 
PATIONS.^ 

03.17 06 02 00 Tabulating Equipment Operation 

Organized learning experiences designed to 
provide opportunities for pupils to gain knowledge and * 
understanding about the puhched-card system of data . 
processings including all peripheral equipment. Subject 
matter usually includes the punched card, machine 
functions, machine components, keypunch and veri- 
fier, interpreter, sorter, reproducer, collator, ac- 
counting machine-tabulator, calculator, basic house* 
keeping procedures, equipment used as computer 
support, and accounting applications. (See also 
14.02 02 00 00 Peripheral Equipment Operators 
under OFFICE OCCUPATIONS.) * 

03.17 06 03 00 Tabulating Machine Wiring 

Instruction which is concerned with the 
wiring of control panels that direct the operation of 
punehed-card equipment. Subject matter usually in- 
cludes machine logic, principles of control panel 
wiring, wiring fundamentals, and wiring practice, (^e 
also 14.02 02 00 00 Peripheral Equipment Operators 
under OFFICE OCCUPATfON.S.) 

* 03.17 0b 99 00 Other Processing Equipment 
Operation 

Include here other subject matter and ex- 
periences emphasized in processing equipment opera- 
tion not listed above. (Specify.) 

03.17 99 00 00 Otjier Data Processing and Computer 

Operation 

Include here other subject mattci and activities 
emphasized in data processing and computer operation 
which are not listed above, e.$., tape library systems, 
job scheduling, and job control. (See also 
14.02 99 00 00 Other Business Data Processing 
Systems Occupations under OFFICE OCCUPATIONS.) 
(Specify.) 

03.18 00 PO'OO ECONOMICS 

(For definition see 15.00 00 00 00 EcunurnKs 
under SOCIAL SCILNCbS/SOCI At SriiDILS.) 

03.18 01 00 00 Consumer Economics 

(For definition see 15.06 03 00 00 Consumer 
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Economics under SOCIAL SCIENCES/SOCIAL 
STUDIES.) . ■ 

03.18 02 00 00 Labor Economics 

(For definition sfcc 15.06 08 00 00 Resource 
'Economics* ' under ^SOCIAL SCIENCES/SOCIAL 
STUDIES.) 

• 

03.18 03 00 00 Money and Banking 

(For definition see 15.06 05 00 00 Money and 
Banking under SOCIAL SCIENCES/SOCIAL 
STUDIES.) ' 

i 

03.18 04 00 00 Principles of Economics 

(For definition see 15.06 07 00 00 Principles 
of Economics under SOCIAL SCIENCE'S/SOCIAL 
STUDIES.) k / / 

03.18 99<00 00 Other Economics 

Include hcje other subject matter emphasized in . 
economics which is not listed above or classified under 
SOCIAL SCIENCES.SOCIAL STUDIES. (Specify.) 

03.19 00 00 00 ECONOMIC GEOGRAPHY 

(For definition see 15.07 02 00 00 Human Geog- 
raphy*^ 15.07 04 00 00 Regional Geography under 
SOCIAL SCIENCES/SOCIAL STUDIES.) 

03.20 00 00 00 EXPLORATORY BUSINESS 

An organisation of subject matter and activities 
designed, to assist the pupil in determining the extent 
of his interest in and aptitude for activities related to 
business employment. Emphasis is usually on limited 
-skill objectives in shorthand, selling, bookkeeping and 
clerical duties. 

03.2! .00 00 00 FILING 

Learning experiences which provide opportunities 
for pupils to study the principles of indexing and the 
various methods of filing used in business and other 
institutions, including actual practice in indexing and 
filing/ (See also 14.03 02 00 00 File Clerks under 
OFFICE OCCUPATIONS.) 

03.22 00 00 00 FILING AND RECORD CONTROL 
Subject matter and learning experiences which are 
concerned with the extension and more advanced 
study of the elementary aspects of indexing and filing 
described in Filing. In practice, emphasis is frequently 
on a wide range of study and experiences.such as filing 
systems and their management, storage, and retrieval of 
business records, rules of indexing, evaluation of 
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03 BUSlNESS-(Continued) 

various methods of filing, k utes of filing equipment and 
supplies, automated filing procedures, the operation of 
an efficient records system, including forms design, and 
transfer and disposition of records. (See also* 
14,03 03 00 00 General Office Clerks under OFFICE 
OCCUPATIONS.) 

03.23 00 00 00 GfeNERAL BUSINESS OR INTRO- 
DUCTION TO BUSINESS 
Subject matter designed to make available to all 
pupils an introductory stud> of business, including (I) 
an understanding and appreciation of the nature, 
wope, and functions of the business-economic system 
in meeting consumer needs and wants, (2) an -under- 
standing of economic principles and desirable business 
practices which shoulu be followed by consumers in 
the wise handling of their business affairs, and (3) an 
understanding and appreciation of career opportunities 
which are* to be found in business occupations. This 
course may have other titles, such as Introduction to 
Business or Basic Business. The subject matter of this 
course has value for all pupils as members of -the 
economic community, General Business, providing a 
higher level of subject matter, is frequently offered in 
postsecondary instructional programs in business. 

03.24 00 00 00 INSURANCE AND RISK 

(For definition see 04.13 00 00 00 Insurance and 
04.00 00 71 00 Principles of Insurance under DIS- 
TRIBUTIVE EDUCATION.) 

03.24 01 00 00 Principles of Insurance 

(For, definition see 04.00 00 71 00 Principles 
of Insurance under DISTRIBUTIVE EDUCATION.) 

0324 02 00 00 Life Insurance 

(For definition see 04.00 00 72 00 Life In- 
wance under DISTRIBUTIVE EDUCATION,) 

03.24 03 00 00 Property and Casualty Insurance 

(For definition see 04.00 00 73 00 Casualty 
Insurance and 04.00 00 74 00 Property Insurance 
under DISTRIBUTIVE EDUCATION.) 

03.24 <)<) 00 00 Other Insurance 

Include here other organized subject matter 
emphasized in insurance which is* not listed above or 
classified under DISTRIBUTIVE EDUCATION.) 
(Specify.) 




03.25 00 00 00 INVESTMENTS 
An organization of subject matter concerned with 

the study of sources of capital, various types of 
securities, methods of financing, principles of investing, 
policies of investing, and kinds of financial and 
investment institutions. 

03.26 00 00 00 BUSINESS ^ND MANAGEMENT 

PRINCIPLES 
The study of planning, organizing, aijd controlling a 
business, including both the organizational and human 
aspects, often with emphasis on various theories of 
-management, the purpose of which is to develop in 
pupils the knowledge and understanding necessary for 
managing people and functions and making decisions. 
(See also specific subject-matter categories in the 
subject-matter areas of BUSINESS and DISTRIBU- ' 
TIVE EDUCATION.) (See also 14.08 00 00 00 
Supervisory and Administrative Management Occupa- 
tions under OFFICE OCCUPATIONS.) 

03*26 01 00 00 Business Principles . 

An organization of subject matter designed to 
help pupils gain knowledge and understanding impor- 
tant to starting a small business or becoming a more 
productive employee. Frequently emphasized arc con- 
^derations such as (1) organizing, financing, and 
managing a business, and (2) principles of purchasing, 
selling, merchandising, recordkeeping, granting credit, 
and collecting. (See also the categories 
14.01 00 00 00 Accounting and Computing Occupa- 
tions: transporting, storing, and recording, and 
14.08 00 00 00 Supervisory and Administrative Man* 
agement Occupations under OFFICE OCCUPA- 
TIONS.) 

03.26 02 00 00 Business Organization and' 
Management 
An organization of subject matter concerned 
with a wide range of considerations in the field of 
managing businesses, including the organizational 
aspects, managerial problems, financing, labor, govern- 
ment regulations, layout, control of materials, cost 
control, production and marketing, buying and pricing, 
and related problems. (See also* the category 
14.08 00 00 00 Supervisory and Administrative Man- 
agement Occupations under OFFICE OCCUPA- 
TIONS,) 

03.26 03 00 00 Labor -Management Relations 

The study of the history and development of 
the labor movement, including an analysis and interpre- 
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tation of "Federal and State legislation, union contracts, 
labor negotiation, conciliation, arbitration, and 
grievance procedures. (See also the categories 
14.06 00 00 00 Personnel, Training, and Related 
Occupations and 14.08 CM? 00 00 Supervisory and 
Administrative Management* Occupations under OF- 
FICE OCCUPATIONS.) 

03.26 04 00 00 Merchandising Management 

(For definition see 04.00 00 29 0(5 Marketing 
Management, General Under DISTRIBUTEE EDUCA- 
TION.) . 

03.26 05 00 00 Office Management and Supervision 
An organization of subject matter designed for a 
study of scientific principles of office procedures 
records, and personnel. Emphasis are placed on a wide 
range of considerations including organization of the 
office; layout, selection and use of equipment; psycho- 
logical problems; planning, selection, and training of 
personnel; policies and procedures, management of 
accounting activities; work simplification, office 
manuals and reports; and dam processing functions. 
(See also the category 14.08 00 00 00 Supervisory 
and Administrative Management Occupations under 
OFFICE OCCUPATIONS.) 

03.26 06 00 00 Personnel Management 

(For definition se£ 04.00 00 31 00 Personnel 
Management under DISTRIBUTIVE EDUCATION.) 
(See also the category 14.08 00 00 00 Supervisory 
and Administrative Management Occupations under 
OFFICE OCCUPATIONS.) 

03.26 0 7 00 00 Small Business Management 

(For definition see 04.00 00 33 00 Small Busi- 
ness Management under DISTRIBUTIVE EDUCA- 
TION.) 

03.26 99 00, 00 Other Business and Management 

Principles 

Include here other organized subject matter 
emphasized in business and management principles 
which is not listed above or classified under DIS- 
TRIBUTIVE EDUCATION or OFFICE OCCUPA- 
TIONS. (Specify.) 

03.27 0 0 00 00 MARKETING 

(For definition see 04,00 00 38 00 Marketing 
Research under DISTRIBUTIVE EDUCATION.) 

03.27 0 1 00 00 Principles of Marketing^ 
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' (For definition see 04.00 00 10 00 Principles • 
of Marketing under DISTRIBUTIVE EDUCATION ) 

03.27 02 00 00 Industrial Marketing 

(For definition see 04.00 00 12 00 Industrial 
Marketing under DISTRIBUTIVE EDUCATION.) 

03.27 03 00- 00 International Marketing 

(For definition see 04.00 00 13 00 1 Inter- 
national Marketing under DISTRIBUTIVE EDUCA- 
TION.) 

03.27 99 00 00 Other Marketing 
Include here other organized subject matter 

emphasized in marketing which is not.lisled above or m 
classified under DISTRIBUTIVE EDUCATION. 
(Specify.) v 

03.28 00 00 00 OFFICE PRACTICE * 
Learning experiences which are usually designed to 

include (I) a combination of knowledge and skills 
gained in other business education courses, and (2) 
increased emphases on solving business problems and 
simulated experiences of working in the various depart- 
ments of a business, e.g., purchases, sales, and book- 
keeping. (See also the category 14.07 00 00 Op/ 
Stenographic, Secretarial, and Related Occupation* 
under OFFICE OCCUPATIONS.) 

03.29 00 00 00 PERSONAL DEVELOPMENT AND 

HUMAN RELATIONS 

learning experiences designed for improving self- 
management and enhancing social and job per- 
formance. Emphasis is qji improving study and work ^ 
habits, qualities of leadership, grooming and personal 
appearance', and the analysis of personality deficiencies 
and ways of overcoming them. 

03.30 00 00 00 PERSONAL FINANCE 
Subject matter concerned with the study of every-- 

day personal .financial problems including such aspects 
as budgeting, borrowing, charge accounts, installment 
buying, insurance, savins, investments, pensions, social 
. security,' home ownership, banking, taxes, wills, and 
estates. 

03.31 00 00 00 REAL ESTATE 
(For definition see 04.17 00 00 Op Real Estate 

under DISTRIBUTIVE EDUCATION.) 

03:31 01 00 00 Principles of Real Estate 

(For definition see 04.00 00 % 75 00 Real 

s 
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Oi" BUSINESS- (Continued) 

Principles under DISTRIlKjTIVE EDUCA- 
TION.) 

03.31 02 00 00 Real Esiale Appraisaf % 
f (For definition see 04.00 00 79 00 Real 
Estate Appraisal under DISTRIBUTIVE EDUCA- 
TION.) " * 

m 03.31 03 00 00 Real Estate Finance 

(For definition see 04.00 00 80 00 Real 
Estate FmanceffAtex DISTRIBUTIVE EDUCATION.) 

03 J I 04, 00 00 Real Estate Law 

(For definition see 04.00 00 78 00 RM 
Estate Law under DISTRIBUTIVE EDUCATION.) 

t 

03.31 05 00 00 Real Estate Management 

(For definition see 04.00 00 77 00 Real Estate 
Management under DISTRIBUTIVE EDUCATION.) 

03 J 1 06 00 00 Real Estate Sales - 

(For definition see 04.00 00 81 OQ^ Real 
Estate Sales under DISTRIBUTIVE EDUCATIOtf^ 

03.31^99 00 Otf Other Real Estate 

Inelude here other, organized subject matter 
* -emphasized in real estate which is not listed above or 
classified under DISTRIBUTIVE EDUCATION 
(Specify.) 

03.32 .00 00 00 RETAILING 

(For definition see 04.00 00 05 00 Retailing 
, ui d&r DISTRIBUTIVE EDUCATION.) 

03.32 01 00 00 Merchandise Information (Product 
Information) 
(For definition see 04.00 00 82 00 Product 
Information under DISTRIBUTIVE EDUCATION.) 

03.32 02 00 00 Retail Display 

(For definition see 04.00 00 54. 00 Retail Dis- 
play under DISTRIBUTIVE EDUCATION.) 

0X32 03 00 00 Retail Merchandising (Selling) 

(For definition see 04.00 00 23 00 Retail Mer- 
chandising under DISTRIBUTIVE EDUCATION.) 

03.32 04 00 00 Retail* Salesmanship (Selling) 

(I or definition &e 04.00 00 64 00 Retail 
undei DISTRIBUTIVE EDUCATION.) 



03.32 OS 00 00 Retail Store Management 

(For definition see 04.00 00 32 00 Retail 
Store Management under DISTRIBUTIVE EDU- 
CATION.) 

03.32 99 00 00 Other Retailing 

Include here other organizaed subject matter 
emphasized in retailing which is riot listed above or 
classified under DISTRIBUTIVE EDUCATION 
' (Specify.) 

0333 00 00 00 SALESMANSHIP PRINCIPLES 

Planned learning experiences which include a com- 
bination of courses and practical experiences con- 
cerned with the why, what, how, and when of 
salesmanship-techniques which will provide informa- 
tion concerning why man is motivated to make 
purchases. Selling provides opportunity for people with 
appropriate traits, enthusiastic interest*, and eagerness, 
to apply themselves. (See also 04.00 00 32 00 Sales- 
manship under DISTRIBUTIVE EDUCATION.) 

03.33 99 00 00 Other Salesmanship 

Include here other organized subject matter 
emphasized in salesmanship which is not classified in 
the major categories above or under DISTRIBUTIVE 
EDUCATION. (Specify.) 

03.34 00 O^oTsHORTHAND, STENOGRAPHIC, 

AtfD SECRETARIAL 
The study of subject matter and the development of 
skills concerned with the substation of symbols for 
, totters, syllables, or words normally written in long- 
hand as a means of achieving rapidity in writing. It 
also" involves the related activities usually associated- 
with transcribing the notes back into the common 
language through the use of typewriters, and includes 
♦he concomitant clerical activities. (See also 
14.07 00 00 00 Stenographic, Secretarial, and Re- 
lated Occupations under OFFICE OCCUPATIONS.) 



03.34 01 00 00 Machine Shorthand 

Learning activities which are designed to pro- 
vide opportunities for pupils to develop skills in 
recording dictation through the use of a machine, as 
contrasted with recording dictation with a pen or 
pencil .frequently, high-speed recording is emphasized. 
(See aku the category 14.07 00 00 00 Stenographic, 
Secretarial and Related Occupations under OFFICE 
* OCCUPATIONS.) % 
■ 

U.U4.02 00 00 00 Personal Use Shorthand ' 
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" — Learning activities which are designed to pro- 
vide opportunities tor pupils to study a highly simpli- 
fied alphabetic or symbol system ot\shorthand for 
personal use and to develop skill, through practice, in 
using it. In addition, instruction usually includes 
emphasis on taking notes, e.g., when wcsking with 
printed materials, or listening to lectures, or when 
participating in discussions or meetings. 

03.34 03 00 00 Shorthand Theory, First Course 

Study and "practice activities concerned with the 
basic theory ot shorthand, including the shorthand 
alphabet, briet torms, phrasing principles and abbre- 
viating principles, and the development of fluency *n 
writing shorthand outlines. Generally, skills- 
development objectives include a dictation speed of 
60-80 words per minute, and pretranscnption 
techniques such as punctuation, spelling, and word 
usage are emphasized. (See also the category 
14.07 00 00 00 Stenographic, Secretarial, and Re- 
lated Occupations, under OFFICE OCCUPATIONS.) 

03.34 04 00 UO Shorthand Theory, Second Course 

Study and practice activities concerned with the 
refinement ot basic; shorthand principles and the 
extension of the shorthand vocabulary. The course is 
usually offered during the second half of the first year 
and provides emphasis on (I) building skill in taking 
dictation with a speed objective of 80-100 words per 
minute writing on" new and practice materials, and (2) 
the introduction of transcription on the typewriter. 
(See also the category 14.07 00 00 00 Stenographic, 
Secretarial, and Related Occupations under OFFICE 
OCCUPATIONS.) 

03.34 05 00 00 Shorthand Dictation 

Study and practice activities-sometmies called 
Advanced Shorthand -which usually follow the ele- 
mentary principles course but \yhich may be intro- 
duced in Shorthand, First Course. Hie purpose of the 
course is to develop shorthand vocabulary; develop 
speed, accuracy, and shortcuts in taking dictation; and 
to develop sustained dictation with ordinary correc- 
tions and interruptions simulating office conditions. 
(See also the category 14.07 00 00 00 Stenographic, 
Secretarial, and Related Occupations u ider OFFICE 
OCCUPATIONS.) 

03.34 06 U0 00 Shorthand Speed Building 

Study and practice activities designed to de- 
velop (I) a high level ot dictation skill -up [to 140 
words per minute, and (2) an expert level of transenp- 
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tion skill— up to 50 words per minute. Special dictation 
involving technical vocabularies such as those of 
medicine, law, engineering, and science is sometimes 
included in the course. (See also the category 
14.07 00 00 00 Stenographic, Secretarial, and Re- 
lated Occupations under OFFICE OCCUPATIONS.) 

03.34 07 00 00 Shorthand Transcription 

Learning activities which provide for combining 
the skills of taking dictation on new material and 
transcribing it rapidly and accurately at the typewriter 
in mailable form. Considerations are given to special 
transcription problems such as language structure and 
style, letter form, transcription shortcuts, vocabulary, 
punctuat.on, and general duties of office practice. (See 
also the category 14.07 00 00 00 Stenographic, 
Secretarial, and Related Occupations under OFFICE 
OCCUPATIONS.) 

03.34 08 00 00 Machine Transcription ' 

Study and practice activities concerned with 
transcribing letters, reports, or other recorded data, 
using a transcribing (voice reproducing) machine and a 
typewriter. (See also the category 14.07 00 00 00 
Stenographic, Secretarial, and Related Occupations 
under OFFICE OCCUPATIONS.) 

\ 

03.34 09 00 00 Secretarial Practice 

Learning activities which include a combination 
of subject matter and skills development activities 
designed primarily for pupils who arc interested in 
stenographic or secretarial work. Emphasis is on a 
vanet> of knowledge and skills, e;g., refining and 
improving dictation and transcription skills in an office 
setting, uses of business machines, personal etiquette 
and grooming, writing letters and reports for the 
executive, planning iravel itineraries, filing and records 
management, advanced typewriting, and office hos- 
tessing. (See also the category ' 14.07 00 00 00 
Stenographic, Secretarial, and Related Occupations 
under OFFICE OCCUPATIONS.) 

03.34 10 00 00 Specialized Shorthand Terminology 
and Transcription (legal, medical, 
scientific/technical, other) 
A couise designed to acquaint the pupil with 
the specialized terminology (legal, medical, ientific/ 
technical, or other) and special shorthand forms of the 
selected field through the use of shorthand dotation 
exercises. The presentation includes trafecription prac- 
tice activities combining the specialized shorthand 
outlines, spelling, pronunciation, and definitions of the 
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03 BUSINESS-(Continued) 

most-used specialized terms, with practical applica- 
tion at the typewriter. (See also the category 
14.07 00 00 00 Stenographic, Secretarial, and Re- 
lated Occupations under OFFICE OCCUPATIONS.) 

03.34 10 01 00 Legal 
03 34 10 02 00 Medical 
03.34 10 03 00 Scientific/Technical 

03.34 10 99 00 Other Specialized Shorthand Termi- 
nology and Transcription (legal, 
medical, scientific/technical, other) 
Include here other organized subject matter 

and activities emphasized 'in specialized shorthand 

termir logy and transcription which are not classified 

above. (Specify.) 

03.34 1 1 00 00 Specialized Secretarial Practice (legal, 
medical, scientific/technical 
A combination of subject matter and skills- 
development activities in the specialized fields of 
secretarial practice. Emphasis is on the secretarial 
duties and procedures peculiar to the field, and on 
refining and improving dictation and transcription 
. skills in the setting of the legal office, the medical 
office or hospital, or the scientific or technical office 
or laboratory. (See also the category 14.07 00 00 00 
Stenop. hie, Secretarial, and Related Occupations 
under OF r ICE OCCUPATIONS,) 

03.34 1 i 01 00 Legal 

03.34 1 1 01 00 Medical 

03.34 1 1 03 00 Scientific/Technical 

03.34 I J 99 00 Other Specialized Secretarial Prac- 
tice (legal, medical, scientific/tech- 
nical ) 

Include here other organized Subject matter 
and activities emphasized in shorthand, stenographic, 
and secretarial which are not listed or classifiable in the 
above categories. (Specify.) 

03.34 99 00 00 Other Shorthand, Stenographic, and 
Secretarial 

Include here other organized subject matter 
and activities emphasized in shorthand, stenographic, 
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and secretarial which are not listed or classifiable in the 
above categories. (Specify.) 

03.35 00 00 00 TYPEWRITING 

The subject matter and learning activities concerned 
with (1) typewriters and their manipulative parts, and 
(2) the development of skills in operating typewriters. 
(See also the category 14.09 00 00 00 Typing and 
Related Occupations under OFFICE OCCUPATIONS.) 

03.35 01 00 00 Personal T* powriting 

A combination of subject matter and practice 
experiences to provide opportunities for pupils to 
develop knowledge about and skills in typewriting, 
primarily for personal use. Emphasis is on the attain' 
ment of limited skills, in typewriting u$jng straight 
copy, and on composition of original material at the 
typewriter such as personal correspondence, themes, 
outlines, and report^? 

03.35 02 00 00 Production Typewriting 

Planned learning experiences which are eon* 
cerned wi*h the improvement of basic typewriting 
techniques and the application of skills To the develop- 
ment of a high degree of speoti and accuracy in 
producing typed materials on An office production 
basis including letters, envelopes, cards, -labels, manu- 
scripts, and other simulated office jobs. (See also 
14.09 02 00 00 Typists under OFFICE OCCUPA- 
TIONS.) 

03.35 03 00 00 Typewriting, First Course 

Subject matter and practice experiences which 
are designed to assist the pupil in developing the touch 
system in typewriting, mastery of the keyboard, and 
reasonable proficiency in typewriting from straight 
copy. Emphasis is also on the correct operation M the 
manipulative parts of the typewriter, techniques in 
making corrections, how to prepare simple* tabular 
matter, following instructions and solving problems on 
the typewriter, and skill in using grammar, punctua- 
tion, and spelling. In practice, attention is given to such 
aspects of typing as manuscripts, business letters, 
tables, and documents. Usually; the speed goal ranges 
from 35-50 words per minute. (See also 
14.09 02 00 00 Typists under OFFICE OCCUPA- 
TIONS,) 

0335 04 00 00 Typewriting, Second Course 

The learning experiences in this, course are 
concerned with the further development of the skills 
emphasized w Typewriting, First Course, with concen- 
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tration being on speed and accuracy and production 
typewriting on a sustained basis. Some attention .is 
given to composition at the machine. In piactice, the 
speed goal ranges fu>m 60-75 words per minute. (See 
also 14.09 02 00 00 Typists under OFFICE OCCU- 
PATIONS.) 

03.35 94 00 00 Other Typewriting 

Include here other subject matter and exper- 
iences emphasized in typewriting which are not listed 
above. (Specify.) 

03.99 00 00 00 OTHER BUSINESS 

Include here other organized subject matter .and 
activities emphasized in business which are not listed or 
classifiable an one of the above categories. (Specify.) 

DISTRIBUTIVE EDU> *~ON 
04.00 00 00 00 

Distributive education includes vano' combina- 
tions ot subject matter and learning experiences related 
to the performance of activities that direct the flow of 
goods anji services, including their appropriate utiliza- 
tion, troin the producer to the consumer or user. The? i 
activities include selling, and such sales-supporting 
functions as buying, transporting, stonng, promoting, 
financing, marketing research and management. 

Distributive education is comprised oY programs of 
occupational instruction in the field of distribution and 
marketing. These programs are designed to prepare 
. individuals to enter, or progress or improve compe- 
tencies m, distributive occupations. Emphasis is on the 
development ot attitudes, skills and understanding 
related to marketing, merchandising and management. 
Instruction is ottered at the secondary, postsecondary, 
* and adult education levels and is structuied to meet the 
requirements lor gainful employment and entrepre- 
neurship at specified occupational levels. Distributive 
* occupations are found in such areas of economic 
activity as retail and wholesale trade, finance, insur- 
ance, real estate, services and service trades, manu- 
Jactunng, transportation, utilities, and communica- 
tions. 

Hie Ad Hoc Committee lor Distributive Education 
applied the following rationale to the selection of the 
items lor rhcenient m the Distributive Education area. 
(I) the items were determined to be appropriate to 
distributive education in terms of rerjnt vocational 
education legislation, (2) the items a uld be defined in 
brief lorm using only salient tescn^tive elements, and 



(3) the various items classified under Distributive 
Education were identifiable by titles which the ad hoc 
committee considered to be most appropriate to dis- 
tributive education. 

Opportunities to develop leadership, social and civic 
awareness, and increased understanding of the world of 
work in distribution and marketing are provided 
through, the Distributive Education Clubs of America, 
the youth organization for distributive education 
pupils. As an integral part of the instructional program, 
pupils engage in activities Jthat extend their interests, 
skills and knowledges in selected aspects of distribution 
and marketing. Such organized activities, under ap- 
propriate supervision, are referred to as cocurricular 
activities. A variety of activities is identified under 
20.00 00 00 00 Cocurricular /..tivities in chapter 5 
beginning on page 146; and they are discussed more 
fully in this chapter beginning on page 242. The 
Distributive Education Clubs of America may be 
identified for reporting purposes under Cocurricular 
Activities as Item 20.01 05 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in. the instructional program. For examples see 
the items classified in the X 07 00. Series Evaluation 
and Curriculum Improvement on pages 71 78 and the 
items classified in the X 31 00. Series, School Serv- 
ices Supporting Instruction on pages 90 96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

Included under this heading are instructional pro- 
grams in distributive education, classified and identi- 
fied as Items 04.0L 00 00 00 through 
04,99 00 00 00. Each of the instructional programs 
represents various combinations of subject matter 
Instructional content may be identified as specific 
subject-matter or course" titles, or, selected aspects of 
subject matter may be grouped (integrated or corre- 
lated). As an example of integrated or correlated 
subject matter see 04.00 00 01 00 Distribution I 

In any instructional program the subject matter 
emphasized may comprise any combination of the 
items listed (04.00 00 01 00 through 
04.00 00 99 00) following 04.99 00 00 00. An il- 
lustration might be: instructional program, 
04.02 00 00 00 Apparel and Accessories; examples of 
subject matter might be: 04.00 00 18 00 Buying, 
04.00 00 2? 00 Retail Merchandising, and 

04.00 00 36 00 Advertising Principles. 

04.01 00 00 00 ADVERTISING SERVICES 
Organized subject matter and learning experiences 
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which provide lodging, lodging and meals, convention 
facilities, and other services on a year-round or seasonal 
basis to the general public or .to an organization's 
membership. 

04.12 00 00 00 INDUSTRIAL MARKETING 

Organized subject matter and learning experiences 
related to the tusks performed by sales and manage- 
ment personnel in establishing market potentials and 
selling' goods and services to business and institutional 
buyers for use in their operations. 

04.1*3 00 00 00 INSURANCE 

Organized subject matter and learning experiences 
related to the tasks performed by sales and manage- 
ment personnel for insurance carriers of all types, or by 
agents representing carriers and brokers dealing in the 
sale or placement of insurance contracts with carriers. 
(Comprises portion of definition of 03.24 00* 00 00 
Insurance and Risk under BUSINESS.) 

04.14 00 00 00 INTERNATIONAL TRADE 

Organized subject matter and learning experiences 
related to the tasks performed by distributive em- 
ployees and management personnel in a variety of 
business establishments concerned with export sales, 
trade controls, foreign operations, attitudes, monetary 
problems, and other elements in international mar- 
keting. 

04.15 00 00 00 PERSONAL SERVICES 
Organized subject matter and learning experiences 

related to the tasks performed by sales and manage- 
ment personnel in establishments primarily engaged in 
providing services. Generally, these services are con- 
cerned with personal improvement and the care of a 
person or his apparel. Included in this category are 
laundries and drycleamng establishments, shoe repair 
shops, funeral homes, photographic studios, and dance 
or art studios. 

04.16 00 00 00 PETROLEUM 

Organized subject matter and learning experiences 
K-lated to the variety of sales and sales-supporting tasks 
performed by distributive employees and management 
personnel in retail or wholesale establishments engaged 
m the distribution of pertroleum products. 

04.17 Cd 00 00 REAL ESTATE 

Organized subject matter and learning experiences 
related to tasks performed by persons who act for 
themselves or as agents for others in rea! estate 



brokerages or other firms engaged in buying, selling, 
appraising, renting, managing, and leasing of real 
property. (Included as 03.31 00 00 00 Real Estate 
under BUSINESS.) 

04.18 00 00 00 RECREATION AND TOURISM 
Organized subject matter and learning experiences 

related to the variety of sales, counseling and sales- 
supporting tasks performed by distributive employees 
and management personnel in establishments primarily 
engaged in providing amusement, recreation, entertain- 
ment, recreational supplies and equipment, or travel 
services. This instructional program also is designed for 
employees and management personnel engaged in other 
travel-serving businesses who assume responsibilities for 
stimulating the local economy through tourism. 

04.19 00 00 00 TRANSPORTATION 

Organized subject matter and 'learning experiences 
related to the physical movement of people, personal 
effects and products, and the sales, storing, and 
sales-supporting tasks performed by distributive ♦em- 
ployees and management personnel in enterprises 
engaged in passenger and freight transportation, public 
warehousing, and services incidental to transportation. 

04.20 00 00 00 OTHER RETAIL TRADE 
Include here other organized instructional programs 

and learning experiences emphasized in sales and 
sales-supporting tasks performed by distributive em- 
ployees and management personnel in establishments 
engaged in selling merchandise purchased for resale to 
customers for personal, household, business or farm 
use, which are not listed above. (Specify.) 

04.31 00 00 00 OTHER WHOLESALE TRADE 

Include here other instructional programs and 
learning experience , emphasized in sales and sales- 
supporting tasks performed by distributive employees 
.and management personnel in places of business- — 
engaged primarily in selling goods to retailers, indus- 
trial, commercial, institutional and professional users, 
or bringing buyer and seller together, which are not 
listed above. (Specify.) 

04.99 00 00 00 OTHER INSTRUCTIONAL 
PROGRAMS 

Include here other organized instructional programs 
and learning experiences, emphasized in marketing 
functions performed by employees, managers and/or 
proprietors in establishments engaged in selling 
products or providing services to individuals and 
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04 DISTRIBUTIVE BI)UCATION-(Continued) 

related to planning, development, placement, and 
evaluation tasks performed by distributive employees 
and management personnel in demand creation, and 
sales promotion activities utilizing display 5, merchan- 
dising aids, and mass media in such enterprises as 
advertising agencies, display houses, retail and whole- 
sale establishments* and production industries. 

04.02 00 00 ^DO^APPAREL AND ACCESSORIES 
Organized subject matter and learning experiences 

related to the variety of ^ales, fashion coordination, 
and sales-supporting tasks performed by distributive 
employees and management rersonnel in retail and 
wholesale establishments primarily engaged in selling 
clothing of all kinds, including related articles for 
personal wear and adornment. 

04.03 00 00 00 AUTOMOTIVE 

Organized subject matter and learning experiences 
related to the variety of sales and sales-supporting tasks 
performed by distributive employees and management 
personnel in retail, wholesale, and service establish- 
ments engaged in belling, renting, storing or taring for 
cars and trucks, and in selling automotive parts, 
accessories, and equipment. 

04.04 00 00 00 FINANCE AND CREDIT 
Organized subject matter and learning experiences 

related to the tasks performed by distributive em- 
ployees and management personnel in institutions 
engaged in deposit banking and related services, ex- 
tending credit in the torm of loans, services allied with 
the exchange of securities and commodities, or con- 
sumer credit and collections. 

04.05 00 00 00 FLORISTRY 

Organized subject matter and Warning experiences 
related to a variety of sales and sales-supporting tasks 
performed by distributive employees and management 
personnel in retail and wholesale establishments, cut 
flowers, growing plants, artificial plants, and related 
items for ornamental use. (See also 01.05 02 00 00 
Floriculture under AGRICULTURE.) 

04.06 00 00 00 FOOD DISTRIBUTION 

* Organized subject matter and learning experiences 
related to a variety of sales and sales-supportin b *asks 
pertormed by distributive employees and management 
personnel in establishments primarily engaged in selling 
food lor home preparation and consumption, or selling 



a general or commodity line of food products at 
wholesale. 

04.07 00 00 00 FOOD SERVICES 

Organized subject matter and learning experiences 
related to the sales and sales-supporting tasks per- 
formed by distributive employees and management 
personnel in establishments serving prepared foods and 
drinks for consumption on their own premises or at a 
place designated by the customer. (See also 
09.02 03 00 00 Food Management, Production, and 
Sewices, under HOME ECONOMICS, a(nd 
17.29 00 00 00 Quantity Food Occupations under 
TRADE AND INDUSTRIAL OCCUPATIONS.) 

04.08 00 00 00 GENERAL MERCHANDISE 
Organized subject matter and learning experiences 

related to a variety of sales and sales-supporting tasks 
performed by distributive employees and management 
personnel engaged primarily in selling various types of 
merchandise at retail in department stores, junior 
department stores, variety stores, general merchandise 
stores, discount stores, and catalog houses. 

04.09 00 00 00 HARDWARE, BUILDING MA- 

TERIALS, FARM AND GARDEN 
SUPPLIES AND EQUIPMENT 

Organized subject matter and learning experiences 
related to various sales and sales-supporting tasks 
performed by distributive employees and management 
personnel in establishments engaged primarily in selling 
one or more of the following product lines at retail, at 
wholesale, or to contractors: hardware, paint, wall- 
paper, lumber, building materials, supplies and equip- 
ment for home construction, or farm and garden 
supplies and equipment. 

04.10 00 00 00 HOME FURNISHINGS 

Organized subject matter and learning experiences 
related to various sales and sales-supporting tasks 
performed by distributive employees and management 
personnel in retail and wholesale establishments en- 
gaged primarily :r selling home furnishings such as 
furniture, household appliances, floor coverings, dra- 
peries, and specialized lines of home items. (See also 
09.02 04 00 00 Home Furnishings, Equipment, and 
Services under HOME ECONOMICS,) 

04.11 00 00 00 HOTEL AND LODGING 

Organized subject matter and learning experiences 
related to the tasks performed by distributive em- 
ployees and management personnelm establishments 
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04 DISTRIBUTIVE EDUCATION-(Continued) 

business establishments, including selected service 
trades, which are not classifiable as either retail or 
wholesale in nature and function. (Specify.) 

04.00 00 01 00 Distribution I 

Organized learning experiences which are 
concerned with the competencies needed by those in 
basic entry jobs in distribution. The subject matter 
usually includes a survey of the marketing functions 
operating in a business enterprise, basic information 
and skills related to a product line or typcr of 
distributive service, and stresses the application of tool 
subjects, personal employability, and economic under- 
stand'»"<. (Distribution I (Cooperative or Distribution 
I il>r<> * may be scheduled as an extension of 
Distribution I. ) 

04.00 0 0 02 00 Distribution I (Cooperative) 

The extension of classroom instruction into 
regularly scheduled paid employment in distributive 
occupations appropriate to each pupil's vocational 
objective. Usually, the school refers pupils to training 
stations for an average of 15 hours per week through- 
out the year, arranges for on-the-job training and 
supervision, and grants credit for successful application 
of classroom instruction in the training situation. 

04.00 00 03 00 Distribution I (Project) 

The extension of classroom instruction into 
regularly scheduled laboratory training in which each 
pupil practices in and with conditions of employment 
appropriate to his vocational objective. Usually, the 
instructor assigns individualized projects through which 
desired occupational competencies may be achieved, 
coordinates participation activities with requirements 
of representative businesses, arranges for some on-the- 
job training, and approves credit for successful per- 
formance in the school and business laboratory en- 
vironments. 

04.00 00 04 00 Distribution II 

Organized learning experiences which pre- 
cede Distribution Elf and which are concerned with the 
competencies needed by those in career development 
jobs in distribution. The subject matter usually stresses 
the marketing functions operating in a business enter- 
prise, knowledge and techniques related to product 
lines, and includes human relations, judgment skjlls, 
problems in the tool subjects, and the role of distribu- 
tion in the economy. (Distribution II (Cooperative) or 
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Distribution II (Project) frequently is scheduled as an 
extension of Distribution II.) 

04.00 00 05 00 Distribution II (Cooperative) 

Oriented to Distribution II. (For definition 
see 04.00 00 02 00 Distribution I (Cooperative). 

04.00 00 06 00 Distribution II (Project) 

Oriented to Distribution II. (For definition 
see 04.00 00 03 00 Distribution I (Project).) 

04.00 00 07 00 Distribution HI 

Organized learning experiences which typ- 
ically follow Distribution Hand provide for more exten- 
sive treatment of the activities carried on in Distribution 
II. Usually, the subject matter is approached from the 
point of view of the employee in relation- to management 
activities and merchandising problems. Continued em- 
phasis is given to the effective use of tool skills and the 
social and economic responsibilities of those engaged in 
distribution. (Distribution III (Coope/ative)or Distribu- 
tion III (Project) frequently is scheduled as an extension 
of Distribution III.) 

04.00 00 08 00 Distribution III (Cooperative) 

Oriented to Distribution III. (For definition 
see 04.00 00 02 00 Distribution I (Cooperative). 

04.00 00 09 00 Distribution III (Project) 

Oriented to Distribution III. (For definition 
see 04.00 00 03 00 Distribution I (Project.).) 

04.00 00 10 00 Principles of Marketing 

Planned learning experiences which are con- 
cerned with the problems met in the process of moving 
goods from the producer to the consumer. The subject 
matter usually is approached from the viewpoint of 
employees and managers whose jobs require under- 
standings and skills in the distribution of products and 
services. (Included as 03.27 01 00 Q0 Principles of 
Marketing under BUSINESS.) 

04.00 00 11 00 Agricultural Marketing 

Planned learning experiences which empha- . 
size the principles and methods of marketing farm 
products. Usually, application is made to system and 
agencies operating at both' country and central mar- 
kets, product grades, public-regulations, pricing, and 
market analysis. 

04.00 00 12 00 Industrial Marketing 

Hie study and analysis of the marketing 
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structure fur industrial products. Emphasis frequently 
is on product policies and lines, distubution channels, 
sales programs, and warehousing problems. (Included 
as 03.27 02 00 00 Industrial Marketing under BUSI- 
NESS.) 

04.00 00 13 00 International Marketing 

The study of the principles and practices of 
international trade. Learning experiences usually em- 
phasize import-export procedures, distribution and 
financing practices in foreign markets, and need and 
opportunities in international tiade. (Included as 
03.27 03 00 01 International Marketing under BUSI- 
NESS.) 

04.00 00 14 00 Marketing Trends 

The study and analysis uf trade and business 
literature and research findings about marketing pro- 
cedures and management. Application usually is made 
to all types of marketing situations by means of case 
analysis, special studies, the preparation of reports, 
field observations, and product investigations. 

04.00 00 1 5 00 Retailing 

Organised learning activities which em- 
phasize the opportunities in and the development and 
present status o"£ the retailing structure. Usually an 
analysis is made of the major store functions, pro- 
teduics followed in "retailing, and opportunities and 
requirements for career development, (Included as 
03.32 00 00 00 Retailing under BUSINESS.) 

04.00 00 16 00 RctailTrends 

A study of the changing retail environment 
and technological developments affecting retailing. In 
practice, pupils usually analyze current problems, 
review trade literature, examine research findings, and 
interpret Business practice* js related to management 
decisionmaking. 

04.W 00 17 00 Wholesaling 

The study of the problems^ organization,- 
and practices of wholesale establishments. Subject 
matter often includes wholesale merchandising and 
emphasizes the nature and structure of wholesaling, the 
distributing function, the jwarehrusing function, soles 
analyses, stock control, and costs. 

04.00 00 18 00 Buying 

s Organized learning experiences which are 
concerned with planning, obtaining, and controlling 
inventories of manufactured goods or raw materials for 
•resale or processing. * 



04.00 00 19 00 Fashion Merchandising 

The study of the major considerations in- 
volved in the buying a'nd merrhandising of fashion 
products. The subject matter usually includes prin- 
ciples of selection, the buyer's operation in the market, 
consumer buying patterns, and planning foi profitable 
results. 

04.00 00 20 00 Fashion Trends 

The study of the fashion movement and 
factors which are significnt in the analysis of potential 
trends. In practice, pupils usually (1) survey the 
sources of fashion ideas, analyze the influence of 
fashion on apparel, home furnishings, and other prod- 
ucts, and (2) study the principles and specialized 
fashion techniques utilized by fashion directors and 
coordinators in wholesale and retail organizations. 

04.00 00 21 00 Merchandise Mathematics 

The study of the principles and mathe- 
matical processes applied to daily merchandising prob- 
lems. The subject matter usually includes problems in 
computing markups and markdowns, stocksales ratios, 
invoice terms and dating, merchandise budgeting and 
interpretation of merchandising figures, and methods 
of inventory control. 

04.00 00 22 00 Retail Buying 

The study of the principles and procedures 
related to the buyer's job. The subject matter usually 
includes management problems of the store buyei, the 
organization for buying, resources, model stocks, 
buying plans, the techniques of buying, brand policies, 
and foreign buying, 

04.00 00 23 00 Retail Merchandising 

The study of the merchandising function 
and its relationship to buying, personal selling, sales 
promotion, stcfre operations, and management. In* 
practice, emphasis is frequently on sales and profit' 
analysis^planning and expense control, techniques of 
merchandise adjustment to current conditions, arid 
marketing strategy. (Included as 03.32 03 00 00 Re- 
tail Merchandising (Selling) under BUSINESS.) 

04.00 0 0 24 00 .Other Buying 

" Include here other organized subject matter 
and activities emphasized in buying which are not 
listed above. (Specify.) 

04.00 00 28 00 Credit and Collections 

The .study of credit and its economic sig- 
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nificance and relation to sales and profit objectives. 
, Subject matter often includes retail and mercantile 
credit factors affecting credit policies, the investigation 
and extension of credit, types of credit instruments, 
% records and credit analysis, cpllection systems and 
procedures, and legal remedies. (Included as 
03.16.00 00 00 Credit and Collections under BUSI- 
NESS.) 

04.00 00 29 00 Marketing Management (General) 

Planned learning experiences which are de- 
signed for the systematic study of the management 
function and management decisions in relation to 
marketing policies, organization, personnel, and fi- 
nancing. (Included as 03.26 Q4 00 00 MercJiandising 
Management under BUSINESS.) 

04.00 00 30 00' Midmanagement (General) * 

Hie study arid analysis.of the management 
responsibilities of junior executives and supervisory . 
persortn^l. Learning experiences frequently include 
drected occupational- training' and emphasize em- 
ployee-management relations, administration of com- 
pany policies, interpretation of records, profit controls, 
and product movement. 

% 04.00 00 31 00 Personnel Management 

A study of methods and policies applicable 
to personnel work iif distributive businesses. Emphasis 
is frequently on employment practices, job evaluation, 
ratings, labor relations, and employee development. 
(Included as 03.26 06 00 00 Personnel Management 
under BUSINESS.) 

04.00 00 32 00 Retail Store Management 

A study of the principal functions, depart- 
mental activities, and policies of retail stores. Fre- 
quently emphasis is on store organization and opera- 
tions, including sales-supporting activities, expenses, 
location and layout, purchasing, and maintenance. 
(Included as 03.32 05 00 00 Retail Store Manage- 
ment under BUSINESS.) 

04.00 00 33 00 Small Business Management 

A study of management functions, policies, 
and the practical experiences of managers of small 
business concerns. Emphasis frequently is on the 
nature of the managerial job, characteristics and special 
problems of the small businessman, and establishing 
and operating a small business successfully. (Included 
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as 03.26 07 00 00 Small Business Management under 
BUSINESS.) 

04.00 00 34 00 Other Marketing Management 

Include here other organized subject matter 
and activities emphasized in marketing management 
which are not listed above. (Specify.) 

04.00 00 38 00 Marketing Research - ^ 

Planned learning exp'eriences jvhich are de- 
signed for the systematic study of the institutions and 
channels for the marketing of goods and services, 
including the market environment and interpretation 
of data from consumer, business, and government 
sources. (Included as 03.27 00 00 00 Marketing 
under BUSINESS.) ■ 

04.00 00 39 00 Marketing Analysis * 

Planned learning experiences which are con- 
cerned with the channels of distribution and decision- 
making, regarding marketing expenditures. Subject 
, matter generally includes the comparative advantages 
of different marketing channels, using an analytical 
approach to discovering opportunities for business to 
increase volume, reduce costs, and increase profits. 

04.00 00 40 00 Other Marketing Research 

* Include herct other organized subject matter 
and activities emphasized in marketing research which, 
are not listed above. (Specify.) 

04.00 00 44 00 Advertising and Sales Promotion- 

The study and development of skills con- 
cerned with the principles agd theory of advertising as 
a mass marketing and communications tool, an3 the 
coordination of external and "internal activities of a 
promotional nature. (Included as 03.02 00 00 00 
Advertising and Sales Promotion under BUSINESS.) 

04.00 00 45 00 Advertising Principles 

_ The study ofLihft. economic, sociological, 
and psychological aspects, of advertising. Usually, this is 
a survey of paid forms of nonpersonal presentations of 
facts about goods, services, or ideas directed toward 
groups of people. Emphasis is on understanding media, 
the role of advertising in the marketing structure, and 
the different institutions involved in the creation of 
advertising. Included as 03.02. 01 00 00 Advertising 
Principles under BUSINESS.) 

04.00 00 46 00 Advertising Campaigns 

Planned learning experience which em- 

173 

1 



phasize the coordination ot sales polities, advertising 
appropriations, media selection, and marketing outlets 
for the purpose of developing deniandYor a product or 
a service. In practice, pupils often analyze and evaluate 
campaign procedures and plan one or more campaigns 
in relation to different promotional objectives. (Com- 
prises portions of definition of 03.02 03 00 00 Ad- 
vertising Media and Campaigns under BUSINESS.) 

04.00 00 47 00' Advertising Copywriting 

Planned learning experiences which empha- 
size the techniques used in creating effective adver- 
tising copy for various types of media. Application is 
frequently made to cases in national, retail, trade, mad 
order, industrial, and professional advertising. (In* 
eluded as 03.02 02 00 00 Advertising Copywriting 
under BUSINESS.) 

• «■* 
04.00 00 48 00 Advertising Layout 

Planned learning experiences which empha- 
size the principles, elenients, technique*, and rules 
involved in creating an effective advertising layout. In 
practice, pupils usually plan and prepare layouts for 
various types of media. 

04.00 00 40 00 Advertising Mediae 

The study of all types of advertising media 
and thp, bases for their selection. The characteristics, 
advantages, and limitations of various media are ana- 
lyzed, such as periodical media, mass media, television 
and radio, and direct -mail media. (Comprises portion 
of definition of 03.02 03 00 00 Advertising Media 
and Campaigns under BUSINESS.) 

04.00 00 50 00 Advertising Production 

The stud^ of the production methods used 
to get a layout into print. Usually'included for study 
are type and printing, engraving and plates, and specific 
^applications to advertising materials. 

04.00 00 51 00 Commercial Design 

(For definition see 02.02 02 00 00 Com- 
mercial Design u ndc r ^ A RT. ) 

04.00 00 52 00 Direct-Mail Advertising , * 

Organized learning activities which empha- 
sise tho!>e furrns of direct advertising that are sent 
through the mail*. Usually included for study arc the 
types and uses of direct mail, the development of 
mailing lists, requirements foi successful direct-mail 
advertising, and piaUicc in creating appropriate direct- 
mail material for a variety of prospective buyers. 



(Included as 03.02 04 00 00 Direct -Mail Advertising 
under BUSINESS.) 

04.00 00 53 00 Retail Advertising, . 1 

A study of advertising -as applied to the 
retail field. Emphasis frequently is given to newspaper 
advertising, the use of advertising at th? point of sale, 
local resources, and direct media. 

04.00 00 54 00 ^Retail Display 

A study of the principles and methods of 
artistic merchandise display. Learning experiences 
usually involve the techniques of installing window arjd 
interior displays, display tools, equipment and man- 
nequins, and practice in constructing different types of 
displays. (Included as 03.32 02 00 00 Retail Display 
under BUSINESS.). 

04.00 00 55 00 Retail Sales Promotion 

A study of modern sales promotion prac- 
tices used by different types of retail stores. Emphasis 
frequently is on the coordination of advertising, 
display, special events and personal selling, the develop- 
ment and implementation of sales promotion plans; 
and special techniques in relation to hard and soft lines 
of goods. 

04.00 00 56 00 Showcard Techniques. 

The study and practice of showcard writing. 
Learning experiences usually include lettering, spacing, 
banner-making, showcard copy, and construction. 

04.00 00 57 00 Other Sales Promotion 

Include here bother organized subject matter 
and. activities emphasized in advertising rfnd sales 
promotion which are not listed above. (Specify.) 

04.00 00 61 00 Purchasing 

Hie study of the practices *and problems 
which confront the purchasing agent. Subject matter 
often includes the sources of supply, market informa- 
tion, material specification, control inventories, and 
the purchase budget. 

04.00 00 62 00 Salesmanship 

Planned learning experiences which empha- 
size the psychological and economic impact of selling 
and the fundamentals of sales ability. Emphasis fre- 
quently is on practices in wholesale, retail, and 
specialty salesmanship, buying motives, creating prod- 
uct acceptance, building goodwill, and the application 
of new techniques to tangible and intangible sales. 
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04 DISTRIBUTIVE EDUCATIQN^Continued) 

•(Included as 03.33 00 00 00 Salesmanship Principles 
under BUSINESS.) . V 

04.00 00 63 00 Direct Sales 

The study and analysis of opportunities, 
•activities in, and requirements for-dutside selling. In 
practice, emphasis frequently is on planning and 
delivering .sales presentations, management of time, 
prospecting, company and product competition, prac- 
tical demonstrations, and field experiences. 

a*.t)0 00 64 00 Retail Selling 

A -study of the fundamentals of successful 
retail store selling. Learning experiences frequently 
include the analysis of consumer psychology, stsps in 
the sales process, and the development of selling skills 
and techniques by means of sales demonstrations, role 
playing, and occupational experience. (Included as 
03.32 04 00 00 Retail Salestnanship (Selling) under 
BUSINESS.) 

04.00 00 65 00 Sales Management 

The study of the operation of a sales 
organization involved in the outside selling of goods 
and/or services. The subject matter usually includes 
sales forecasting, hiring, evaluating, and supervising the 
sales force; managing territories and routes; and corre- 
lating the sales activities with thpse of production and 
other departments of the business enterprise. 

04.00 00 66 00 Other Selling 

Include here other organized subject matter 
and activities emphasized in selling which are not listed 
above. (Specify.) 

00 00 70 00 Transportation 

The study of practices and relationships in 
the physical m distribution of merchandise. Subject 
matter often includes principles of traffic management; 
characteristics of air, motor, rail, and water transporta- 
tion; pickup and delivery; consolidation; and finance. 

04.00 00 71 00 Principles of Insurance 

The study of the foundations of the stand- 
ard forms of insurance and the functions of those 
following an insurance career. Subject matter usually 
emphasizes the practices and major coverages involved 
in life, fire, casualty, automobile, and property insur- 
ance, ie nature of risk; the social and economic 
servif of insurance; and insurance as a vocation. 



(Included as 03;24 01 00 00 Principles of Insurance 
under BUSINESS.) 

04,00 <W 72 00 life Insurance 

'The study of the fundamentals of life 
insurance. Subject matter usually emphasizes the role 
of the salesman in analyzing the nature of personal 
risks or life contingency risks of businesses, types and 
functions of contracts, premium costs, proceeds, and 
insurance company operation, (Included* as 
03.24 02 00 00 Life Insurance under BUSINESS.) 

04.00 00 73 00 Casualty Insurance 

The study of the fundamentals of casualty 
insurance. Subject matter usually emphasizes selling 
skills in the fields of, automobile, liability and theft 
insurance; the nature of contracts, benefits, and premi- 
ums; and controls and bonding. (Comprises portion of 
definition of 03.24 03 00 00 Property.and Casualty 
Insurance under BUSINESS.) 

04.04 00 74 00 Property Insurance " 

The study of fundamentals of property 
insurance. Subject matter usually includes- the prin- 
ciples and practices involved jn fire insurance and 
extended coverage, and marine insurance. Instruction 
emphasizes sales and management opportunities and 
problems and procedures in agency or home office 
work. (Comprises portion of- definition of 
03.24 03 00 00 Property and Casualty Insurance 
under BUSINESS.) 

04.04 00 75 00 Real Estate Principles 

The study of the economic factors affecting 
real estate, regulations, practices, and professional 
etnics of the real estate business. Usually* this includes 
a survey of problems involved in the acquisition, 
ownership^use, and disposition- of real estateJnte'rests..* 
(Included as 03.3 1 01 00 00 Principles of Real Estate 
under BUSINESS.) 4 % * 

04.00 00 76 00 Real Estate Practices 

Planned learning experiences which empha- 
size the techniques of operating, a real estate business 
. and the" actual procedures involved in 'the daily 
activities of brokers and salesmen. In practice, pupils 
usually develop skills needed in selling, prospecting, ; ~ 
listing, making financial arrangements, effective adver- 
tising, and ethical relationships. 

'04.00 00 77 00 Real* Estate Management 

The study of the fundamentals of property 
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management. The subject matter usually includes the 
economics of real estate, managing income properties, 
methods of promotioit, professional standards, and the 
functions and qualifications of the property manager. 
(Included as 03.31 05 00 00 Real Estate Management 
under BUSINESS.) 

.04.00 00 78 00 ReabEstate La\v 

The study of the legal aspects of property 
and property rights. The subject matter usually in- 
cludes legal practices as they apply to real estate 
ownership, operations, instruments, and various 
phases of the real estate, business. (Included as 
03.31 04 00 00 Real Estate Law under BUSINESS.) 

04.00 00 79 00 Real Estate Appraisal ' - : 
Planned learning experiences which empha- 
size the factors affecting the value of farm, residential, 
commercial, and industrial real estate. In practice,' 
pupils usually develop appraisal proficiency by means 
of field work on property and makirjg application of 
appraisal techniques, including the preparation of the 
appraisal report. (Included as # 03.31 02 00 00* Real 
Estate Appraisal under BUSINESS.) • ' . 

04.00 00 80,00 Real Estate Finance - 

The study of t)ie sources and availability of 
funds,, am} the procedures for financing real estate. The 
subject matter usually includes financial analyses of 
real properties, types.of lenders > management servicing, 
and repa>ment of loans, government aids, regulations, 
and" trends.* (Included as 03.31 03 00 00 Real Estate 
Finance Under BUSINESS.) 

04.00 00 81 00 Real Estate $ales 

The study of the fundamentals of real estate 
transactions. The subject matter usually includes ana- 
lyzing residential and inepme properties, listing and 
showing property, prospecting and qualifying pros- 
pects, trade*, modernization, regulations, and practices 
governing the sale or purchase of real property. 
(Included as 03.31 Q6 00 00 Real Estate Sales under 
BUSINESS.) 

04.00 00 82 00 Product Information 

The study of the characteristics of specific 
products or^services transferred during the marketing 
process. Hie subject matter usually includes the tech- 
niques of handling specific products performing per- 
sonal or business. services, \hz identification of values 
iu customers, regulations and contiols, and sources of 
.product information umjJ b> consumers and the trade. 



(Included as 03.32 01 00 00 Mercliandise Informa- 
tion (Product Information) under BUSINESS.) 

04.00 00 83 00 Nontextilcs 

The study of consumer products other than 
fabrics or soft-line merchandise. The subject matter 
usually includes materials used, their construction and 
care, arid government regulations. Emphasis is on the 
values to consumers of different types and qualities of 
merchandise. 

04.00 00 83 00 Textiles 

The study of fabrics and soft-line merclian- 
dise which are generally classified as apparel, domes- 
tics, or home furnishings. The subject matter usually 
includes the properties of natural and man-made fibers, 
fabric cqnstruction and finishes, appropriate utiliza- 
tion, values to the consumer, and marketing tech- 
niques. 

u 

04.00 00 85 00 Accounting 

(For definition see 03.01 00 00 00 Ac- 
counting under BUSINESS.) 

04.00 00 86 00 Business-Government Relationships 
The-study of the economic aspects of public 
policy affecting the market processes. The subject 
matter usually includes an analysis of Federal, State, 
and local regulations, restraints of trade, monopoly, 
purposes and effect of laws relating to competition, Ihe 
giant corporation, and international and domestic 
cartels. 

04.00 00 87 00 Business Law 

(For definition' see 03.09 00 00 00 Busi- 
ness Law under BUSINESS.) 

04.00 00 88 00 Communications for Distribution 

Organized learning experiences which are 
concerned with the application and refinement of skills 
in reading, speaking, listening, and writing in distribu- 
tive employment. (See also 03.06 00 00 00 Business 
Communications under BUSINESS.) 

.04.00 p0 89 00 Economics of Consumption 

The study of the place of the consumer and 
lus problems in the economic system. The subject 
matter usually is concerned with the relationship of 
personal income to price levels, the role of the 
consumer in deteimining the amount of the national 
income and the stability of the economic, system, and 
the effect of consuiper liquid assets and availability of 
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04 DISTRIBUTIVE EDUCATIONMContinued) 

consumer credit on total consumer demand. (See also 
15.06 03 00 00 Consumer Economics under SOCIAL 
SCIENCES/SOCIAL STUDIES.) 

04ip0 00 90 00 Economics of Marketing 

A study of the contributions of economic 
theory to the managerial problem of price determina- 
tion and price policy. The subject matter usually 
includes demand and cost curves, survival and growth, 
values added by distribution, and problems of intro- 
ducing the results of technological progress into the 
market. 

04.00 00 01 00 Effective Store Speech 

Planned learning activities which emphasize 
the development of facility in oral communications. 
The subject matter usually stresses the organization of 
ideas, product and marketing vocabulary, clarity of 
expression, telephone usage, and practice in the tech- 
niques used in different communications situations. 

04.00 00 92 00 Employee Supervision 

The study of supervisory relationships and 
practices in distribution and marketing. The subject 
matter usually includes techniques of employee induc- 
tion, morale building, followup and evaluation, correc- 
tion, grievances, and an analysis of leadership and 
motivation. 

04.00 00 93 00 Employee Training 

The study of the principles, organization, 
and techniques of individual and group training in 
distributive occupations. The subject matter usually 
includes the development of initial and followup 
programs, department and sales meetings, practice 
training in skills, and acquisition of information. 

04.00 00 ¥4 00 Evaluation Techniques 

The study of job evaluation and procedures 
for implementing an evaluation program. The subject 
matter usually includes systems of and steps in 
organized evaluation, job ranking, rating devices, per- 
formance reviews, and the effect of evaluation on 
personnel supervision and administration. * 

04.00 00 95 00 Expense. Control 

T*» study of practices and trends in expense 
control Be subject matter usually includes an analysis 
of expense items, the relationship of expense control 
to net profit, planning and adjustment to current 
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conditions, and available tools for stock an$ dollar 
management. 

04.00 00 96 00 Human Relations 

Organized learning experience^ which are 
concerned with personal effectiveness in xelation to 
customers, to the distributive business., to employees, 
and to job activities. (See also 03.11 00 00 00 Busi- 
ness Psychology under BUSINESS.) 

04.00 00 97 00 Report Writing 

(Redefinition see 03.06 02 00 00 Report 
IMting under BUSINESS.) * 

04.00 00 99- 00 Other Subject Matter in Distributive 
JEducation 

Include here other organized subject mat- 
ter and activities emphasized m distributive education 
not listed above oj classifiable in one of the above, 
major categories. (Specify.) 

ENGLISH LANGUAGE ARTS 
" 05.00 00 00 00 

English language arts is comprised of the body of 
related subject matter, or the body of rr 1 ,cd courses, 
organized for carrying on learning experiences con- 
cerned with developing (I) an understanding of the 
language system; (2) proficiency and control in the use 
of the English language; (3) appreciation of a variety of 
literary forms; (4) understanding and 'appreciation of 
various aspects of past and present cultures as ex- 
pressed in literature; and (5) interests wlffch will 
motivate lifelong learning. 

The Ad Hoc Committee for English Language Arts 
applied the following rationale to the selection of 
substantive content for placement in the English 
Language Arts subject-matter area: (I) the content was 
determined by consensus of the committee to be 
appropriate to English language arts; (2) subject-matter 
items could be defined in brief form using only salient 
descriptive elements; and (3) the various aspects of 
organized subject matter classified under English 
Language Arts were identifiable by titles whiclf were 
considered to be most commonly used in current 
practice. 

Opportuniiies are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
English language arts as an integral part of the 
instructional program. As an example, the Journalism 
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Gub provides additional opportunities to develop 
leadership, othei qualities, and aa understanding of the 
role of joornalism in society. Such organised activities, 
under appropriate supervision, arc referred to as 
cusrurrtcular dLtmties. They may be designed for 
participation of pupils as individuals or tn groups. A 
variety of - activities is identified under 

20.00 00 00 00 Cocurncular Activities in chapter 5 
beginning on page 146, and they arc described more 
fully in this chapter beginning on page 242. As an 
illustration, the Journalism Gub is identified for 
reporting purposes under Cocurricular Activities as 
Item 20.01 17 00 00. 

Included under this heading arc the items of 
information which identify various aspects of subject 
matter in the Liglish language arts subject-matter area. 

05.01 00 00 00 LANGUAGE SKILLS 

Subject matter and experiences concerned with 
knowledge, understanding, and skills designed to de- 
velop competency in the use of language. Emphasis is 
on (I ) oral language involving "intake" (listening), and 
"output" (speaking), and (2) written language u 
volving "intake*' (reading), and "output" (writing;. 
Activities include the development of vocabulary, 
concepts, interpretations, reactions and responses, and 
concentration on skills in writing, reading, speaking, 
listening. 

' 05.01 01 00 00 Reading 

Instruction designed to develop the skills neces- 
sary to perceive and react to patterns of written 
symbols and translate them into meaning. The teaching 
of reading is differentiated according to a number of 
levels and objectives. The continuous development of 
reading skills and vocabulary applies to all subject- 
matter areas, emphasising selected skills and vocabu- 
lary appiopriate to 'pupils' needs in different learning 
situations. 

05.01 01 01 00 Reading Readiness 

A variety of planned activities designed to 
develop in children the mental, physical, and emotional 
maturity prerequisite to instruction in reading. In 
practice emphasis is placed on d variety of learning 
situations, eg., direct and vicarious experiences in- 
volving oral language, *uch as listening, speech habits 
and patterns, developing sequential organisation of 
ideas, vocabulary development, and experience with 
books and stories. 

05.01 01 01 02 Beginning Reading 
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The initial activities involved in teaching 
pupils to read, following necessary readiness activities. 
Thcs* reading activities arc designed to develop under- 
standing of the relationship between oral and written 
language, recognition of syniu\>ls (letters) and symboh- 
sound relationships, and appr;ciatiori of the reading 
process. 

05.01 01 03 00 Developmental Reading Program 

A program of learning experiences designed 
to help pupils develop sequentially all aspects of 
reading proficiency needed by a mature reader. Tins 
program may be centered in a scries of basal a* Jors 
and their accompanying learning aids, in an individual- 
ized plan which utihc.es an extensive library or utilizes 
reading in all of the materials of the content subjects. 
Each of these plans includes attention to oral and silent 
vocabulary development, comprehension, critical read- 
ing, speed and the adjustment of reading techniques to 
varying needs. 

05,6 1 01 04 00 Basal Reader Program . 

Systematic learning experiences which are 
developed through a scries of basic reading books and 
materials designed in sequential steps for successive 
levels of instruction. . . 

05.01 01 05 00 Remedial Reading 

Planned diagnostic and remedial activities," 
for individual pupils or groups of pupils, designed to 
correct and prevent further reading difficulties which 
lmerfcrc with the pupil's expected progress in de- 
veloping reading skills,, understandings, and apprcciar 
tions. 

05.01 01 06 00 Individualized Reading ' 

A reading program which utilizes an exten- 
sive library'and permits self-selection of materials and 
pacing suited to each pupiL The development of skills 
js guided through individual confcrcnccs*and individual 
or small-group teaching. An individualized reading 
program or a portion of this program may be part of 

another type of reading program. 

< 

05.01 01 07 00 Oral Reading 

The reading aloud of printed materials. In 
p f dcticc, oral reading is used for a variety, of purposes, 
e.g., to develop listening skills, to develop skills in 
pronunciation, to develop ability in translating and 
interpreting ideas from written words through oral 
expression, and to aid pupils in understanding patterns 
in linguistic structures. ^ : 
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OS ENGLISH LANGUAGE ARTS-(Continued) * 

05.01 01 08 00 Initial Teaching Alphabet (ITA) 

A decoding system using a 44-charaeter 
alphabet (each character rep- renting a distinct sound) 
instead of the standard 26-letter alphabet (in which the 
vowels and consonants represent var>ing sounds). 

05.01 01 99 00 Other Reading , 

Include here otl'er organized subject matter 
and experiences emphasized in reading which are not " 
listed above, eg, t nbtefaking and outlining skills. 
(Specify.) v # 

05.01 02,00 00 Handwriting (Penmanship) 

* Instruction designed to assist pupils in learning 
the processes and de sloping the skills involved in u:>ing - 
an inscribing instrument to record manually material o 
h$read. ' „ 

05.0i 02 01 00 Manuscript Writing 

„ Instruction designed to assist pupils in learn- 

ing the processes and developing the sK5II§ involved in a 
style of handwriting which makes use of variations of 
► printed letter forms. 

05,01 02 82 00 Cursive Writing 

Instruction designed to assist pupils in learn- 
ing the processes and developing the skills used in 
inscribing a style nf handwriting utilizing flowin 6 liaes 
and connecting letters with ^jrokes which have 
rounded angles. 

05.01 02 99 00 Other Handwriting ' 

Include here other organized subject matter 
and experiences emphasized in handwriting which are 
not listed above. (Specify. ) . * 

05.01 03 00 00 Spelling 

I Organized subject matter, experiences, and 
v learning activities concerneJ #ith developing the 
mmd«eye«hand coordinations and memory involved »* 
ordering letters \x\io whole words according to standard 
written usage. 

05.01 04 00 00 Punctuation 

Experiences designed to develop an under- 
standing of the established system of points or marks 
used in written English to indicate the syntactic units 
&n their interrelationships. Tli*5 relationship of. the 
marks to syntactic factors (such as sentence, clause/ 
and p ,¥ i*e), to rhetorical factors (such as emphasis, 



parallelism, and subordination), and to voice factors 
(intonation patterns) may all be shown. 

05.01 05 00 00 Listening 

Activities which are planned to sharpen chil- 
dren \ listening skills and to foster app* ative, atten- 
, tive, and analytical listening with increasing skill. (See 
also 05.05 01 04 00 Listening under Speech.) 

05.01 06 00 00 Dic4ionary Skills 

Experiences designed to develop an under- 
standing of the process by which dictionaries are 
constructed and the type of information available from 
this source, together With the skills needed to locate 
and use this.information. 

* 05.01 07 00 00 Reference Skills 

.Experiences designed to develop an under- 
standing of the many types of reference materials and 
the type of information particular to each, together 
with the development of the skills needed to use these 
references effectively and efficiently. 

05.01 08 00 00 Voice and Diction 

(For definition see 05.05 03 01 00 Voice dtid 
Diction under Speech.) 

05.01 99 00 00 Other Language Skills 
Include here othei organized subject matter and 

experiences emphasized m language skills which are not 
listed above. (Specify.) 

05.02 00 00 00 LINGUISTICS 
The descriptive, historical, and theoretical study of 

language as such, its nature, structure, varieties, and 
history, including especially the sound system (phon- 
ology), grammatical system (morphology, syntax), 
lexical system (vocabulary, semology), and writing 
system. 

) 

05.02 01 00 00 Phonology 

The descriptive, historical, and theoretical study 
of the sound system of langjgpge or languages. 

05.02 01 01 00 Phonetics ' 

The division of pff^ology dealing with the 
study and classification of the sounds of speech as 
spoken and heard. , 



05.02 01 02 00 Phonemics 

The division of phonology dealing with the 
study of distinctive units and structural patterns 
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within the sound system oi a specific language or 
-dialect. 

05.02 02 00 00 Grammar 

The division ut linguistics including pinuanly 
morphology and syntax, hence the study by various 
methods ul the structural devices by which the 
meaning-bearing units of a language (morphemes, 
words, phrases,, sentences) are identified and their 
relationships indicated. 

05.02 02 0J 00 Traditional Grammar 

The stud> of the type of English grammar 
commonly taught in schools from the nineteenth 
century oa, generally using semantic criteria lor iden- 
tifying "parts uf speech" and other categories derived 
from Latin grammar, emphasising sentence analysis, 
and otten normative in chaiacter and prescriptive in 
application 

05.02 02 02 00 Structural Grammai (Descriptive) 

Stud:' concerned with the type of grammar 
which objectively describes and analyzes the structure 
o! a language in terms uf U J formally identifiable units 
in a hierarchy ot increasingly complex cumbmatiuns 
and (2) the immediate and ultimate constituents of 
sentences. (The term "Descriptive Grammar," some- 
times used as an ec^ivalcncy of "Structural Grammar," 
propeily includes any kind of grammar derived induc- 
tively trom objective observation of a hudy of utter- 
ances in a language ) 

05.02 02 03 00 Generative Grammar 

The type of grammar which uses a set of 
rules, m a required order, capable of generating for 
accounting for) all possible grammatically acceptable 
sentences oi a language. The rules are commonly 
expressed as formulas composed of symbols standing 
for linguistic units and operations, 

05.02 02 04 00 Transformational Grammar 

A ty pe of grammar (usually generative, q.v.) 
which explains certain constructions as being derived 
trom others by processes of structuial change *ithuut 
change of meaning (i.e., by transformations). 

05.U2 u3 U0 OU Usage (Functional Grammar) 

The study and teaching of the ways in which 
certain selected features of a language, especially those 
not "systeinsicntered" or covered by general rules, are 
employed (the descriptive appioach) 6r should be 
employed (the prescriptive appro .»„h). The features 



may be grammatical, lexical, or other, and they may be 
seen in relation to (I) the social of esthetic milieu (e.g., 
illiterate, common, and cultivated) and (2) the use they 
are put to (e.g.. conversation, or formal address). In 
school practice, where a standard form of the language 
is to be inculcated, the prescriptive approach neces 
sanly obtains, this is acceptable, however, if prescrip- 
tions are soundly based on accurate descriptions. 

i 

05.02 04 00 00 History of the English Language 

The study of the ways in which the Anglo-^ 
Saxon dialects transplanted to Britain in the fifth 
century A.D. developed in the course of time into the 
language called "English/* today. Any or all aspects of 
the broad subject are included, but attention centers 
especially % on the "outer history" (the influence of 
nonhnguistk. factors such as social and political 
change) and the "inner h^tory" (the processes of 
general language change as they affected this specific 
language). 

05.02 05 0C 00 Dialectology 

The study of the features of a language, written 
or spoken (sounds, forms, constructions, words), as 
they vary individually or m related groups with respect 
tu their distribution, geographical or social. Theo- 
retically, it can be synchronic (of a single point Jn 
time), practically, it is diachronic (historical), since the 
variations can be understood only as the result of 
developments occurring over a span of years. "Dia- 
lects" are often thought of as those varieties within a 
language which have more features in common with 
each other than they have separately. 

05.02 06 00 00 Semantics (Semology) 

The historical and descriptive study of meaning 
as a hnguisttc phenomenon, including the structure of 
the meaning system of a language or set of languages, 
the components of meaning and their combination in 
larger structures of meaning; the association of mean- 
ings with morphemes and words, and the systematic 
study of meaning change. This approach is to be 
distinguished from GENERAL SEMANTICS (see 
05.04 01 03 00 General Semantics), which is defined 
by Webster ///as "a doctrine and educational discipline 
due t> Alfred Korzybski (1879-1950) intended to. 
improve habits of response, of human beings to then 
environment and one another especially by training in 
the better ar\d mure critical uses of words and other 
symbols/' Specifically, the studv of SEMANTICS deftjs 
with meaning as a system wjhin the overall structure of 
language, GENERAL SEMANTICS deals with meaning 



05 ENGLISH LAN(il) \Gf \RTS-(Continue(i) 

as a relationship between linguistic signs and the 
outside world, 

05.02 07 00 00 Study About Languages 

\ vover lenn used hi include any instruction 
about language or languages (as distme! from instruc- 
tion in a language or training in the skills of using 
language) winch may he included in the curriculum 
horn the elementary grades on. but which is not formal 
i and developed sufficiently to be denominated LIN- 
GUJSTICStq.v.). 

05.02 Qi) oo 00 Other Linguistics 

• Include here other organized subject matter and 
expvrvucci emphasized in linguistics which are not 
hsl jd above. tSpecifv.) 

05.03 00. 00 00 LITERATURE 

The sjudv ot printed materials which have note- 
worth) content and excellence of style, and which nia> 
he identified by country. type, and/or period of time. 
Such sl^dv may be directed to bodies of national 
literature such a* American and British, or may he 
more inclusive as m World Literature, which term 
usually in jdes Oriental htCrary works. Hie types 
um ally considered in the stud* of literature are 
hioj.jphy. drama, essay, fiction, and poetry. Myths 
and legends are sometimes considered as Hpes. Often 
the Ukus is on specialized "areas as in •'Biblical, 
literature*' and 4 *clasMcal literature." Occasionally, 
literary works aie selected tor a special group as in 
"children \ literature" and "literature for adolescents." 
For developing taste and critical judgment, writing and 
discussion are frequently ,< means of instruct i in the 
\tudy of literature. 

Ih 5" ntn e 

0*O3 01 00 00 American Literature 

The study *>l selected American lift rary works 
ot ' varum*, types. Sikh subject mailer is usually related 
to the development ot distinctive qualities of the 
rutionjj literature through use by wnteis ot indigenous 
mitt nils. The study may be conducted within an 
lushing' framework or within an organization by 
themes or by literary types. (See also 05.03 00 00 ftfl 
literature ) 

05 03 02 00 00 Biblical Literature \ 

Hi* 1 study of selected portions of-thc Old and 
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New Testaments with attention to literary qualities and 
to ideas which have importance in the spiritual and 
intellectual life of western man. Frequently, attention 
is given to stories, events, and persons used or alluded 
to by western wnters.artists, and iHtfslt^ins. 

05.03 03 00 00 Classical Literature 

The study of selectcthhlerary works of ahxient 
Greece and Rome. Special attention is frequently given 
to materials which have been used or alluded to by 
more; recent writers. (See also 05.03 00 00 00 Litera- 
ture. ) 

0^03 04 00 00 English Literature 

The study of selected English literary works of 
various types. These works can be approached within 
successive historical periods of English history with 
attention to differences in the cultural settings and 
varying styles of ku-rary expression. (See also 
05.03 00 00 00 Literature.) 

t 

05.03 05 00 00 World Literature 

The study of selected literary works of Western 
and Eastern cultural origin from ancient times to the 
present. Such study frequently includes religious and 
philosophic works winch have literary excellence. (See 
also 05.03 00 00 00 Literature. ) 

•» 

05.03 35 00 00 Other Literature by Source 

Include here other organized subject inattei and 
experiences emphasized in literature -by source -wluch 
are not listed above. (Specify.) 

By Genre: 

05.03 36 00 00 Biography 

The study of the lives of persons in narrative 
accounts which have stylistic and other formal qualities 
that make them noteworthy as literary works. Tech- 
niques of presentation have been developed through 
ages, and many of these have aimed to reveal the 
character of the subject as well as the facts of his life. 
Biographies often serve to satisfy young peoples' search 
for ideals and values. 

05,03 37 00 00 Drama 

The study of a type of literature distinguished 
by plot, setting, theme, and characters engaged in 
movement and dialogue. It is distinguished from 
narrative by being a direct presentation of action. The 
main types and styles o» dramatic literature usually 
studied are traged^T comedy, melodrama, farce, social * 
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drama of ideas, classical, romantic, realistic, impres- 
sionistic, and expressionistic The structure of a drama, 
its. plot, and the techniques by which character is 
revealed are primary items for consideration in the 
st Jy of a drama. Dramas are Often expressions ot a 
philos<$hy or social point of view of the dramatist, 
and often serve as excellent revelations of the temper 
of a historical period of of a culture. Appreciation of 
the literary qualities of a drama may be eahaneed by 
its being read as an artistic creation intended for 
performance on a stage. 

05.03 38 00 00 Essay 

The study of expository writings of a formal 
and informal kind. The formal may include short or 
extended articles which present ideas or information, 
the writer's purpose f r equently being to set forth a 
central idea or thesis. Informal essays, or familiar 
essays as they are sometimes e**led, may be read tor a 
revelation of the writer's pe sonahty and subjective 
reactions to an experience o to an event which he has 
observed. 

05.03 39 00 00 Fiction 

The study of short stories and novels with 
special attention to point of view, plot v character, 
setting, and V ^e. Frequentl} . teachers select fieUonal 
works m acc^^anee with ti.cir suiUhihty for : -pils' 
developmental levels and their needs and interests. 

05.03 4 0 00 00 Poetry 

The study of literary selections which are 
characterized by rhythm, imagery, words chosen for 
their connotative values, and varied figures of speech, 
especially snnihesand metaphors, they may or may not 
have rhyme. Poems may be studied b y types, or they 
may be arranged by theme and studied in relation to 
theme. They sometimes are studied within an historical 
framework of literary periods, when studied in such 
contexts they may be considered, as expressions of the 
* spirit of the <, ■ in which they were written. However, 
they have most i -quently been regarded as revelations 
of writers' emotions^nd Heas. 

05.03 65 00 00 Other Literature by Genre 

Include here other organized subject matter ant 1 
experiences emphasized in literature by genre -which 
are not listed above. (Specify.) 4 

\ 05.03 66 00 00 Children's Literature 

The study of the portion of the larger body of 
literature which has both appeal and interest to 



children and is understood by them. Literature for 
children can be found m the various genre* and can be 
obtained from both English and other sources* I* 
extends from picture books designed specifically for 
young children to adult reading material. 

05.03 67 00 00 Literature for Adolescents 

The study of that portion of the larger body 
of literature which has both appeal and interest and 
can be understood by young people of the age range 
commonly called "adolescent." Literature for ado- 
lescents can be found in the various genres and can be 
obtained from both English and- other sources. 

05.03 68 00 00 Myth and Legend 

The study of stories, ballads, and plays which 
have come from the oral tradition of national groups 
and which constitutes a part of their literature. Such 
folk material is sometimes organized as a unified body, 
but is more frequently combined with other literary 
works into thematic or type arrangements. Apprecia- 
tion of esthetic qualities of such selections is often 
enhanced by the'r being sung, recited, or performed. 

05.03 69 00 00 Humanities 

The study of : group of related subjects such as 
literature, art, music, religion, history, philosophy, and 
classical and modern languages-with literary works 
usually forming the core concerned with man's indi- 
vidual cultural achievements and values in society as 
distinguished frori social institutions and customs of 
the natural world. Sometimes aspects of the various 
subject-matter areas are taught separately but relatedly; 
in other instances these aspects of subject matter areas 
are fused or integrated. (Se also 02.01, G3 00 00 
Humanities under ART, 06.03 00 00 00 Humanities 
under FOREIGN LANGUAGES, 12.07 00 00 00 
Humanities under MUSIC, and 15.09 00 00 00 
Humanities under SOCIAL SCIENCES/SOCIAL 
STUDIES.) 

4 05.03 99 00 00 Other Literature 

Include here other organized subject matter and 
experiences emphasized in literature which are not 
classified or listed above. (Specify.) 

o 

05.04 00 00 00 COMPOSITION 

Learning activities concerned with the art of 
selecting, combining, and arranging words in connected 
discourse. 

05.04 01 00 00 Theory 
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05 ENGLISH LANGUAGE ARTS-(Contmued) 

The study of the form of composition empha- 
sising dependence on principles and rules which have 
evohed through time, as well as dependence on 
personal abilities and the language to he used, On the 
basis of the language used, the pupil selects from his 
ideas those which can best be arranged in a form to 
which an mdivual may respond. Mental ordering of the 
ideas precedes writing them. Ideas are explored, experi- 
mented with, and revised through writing. 

05.04 0 1 01 00 Logic 

Hie study of the formal principles frequent- 
ly included in composition courses with the objective 
of improving the reasoning of the writer. Principles of 
inductive and deductive thinking and possible errors in 
sdch thinking form the basis of this instruction. Some 
of the topics usually included in the study of inductive 
reasoning are, the testing of the adequacy of evidence; 
the validity of generalizations, the cause and effect 
rclation^iip-^oversimplification and the attribution of 
false cause; the invalidating factor of difference in 
reasoning by analogy. The validity of the premises and 
their relationship to each other and to the conclusion 
in a syllogism are the esv .tial topics in the study of 
deductive reasoning. The work in logic in a composi- 
tion course also usually includes attention to the 
pafalls of circular reasoning, begging the question, 
avoiding the issue, and arriving at a false or irrelevant 
conclusion. Emphasis is given m such instruction, not 
to the detection of errors in thinking found in other 
people's speech and writing, but to the avoidance of 
tnem m one's own. 

05.04 01 02 00 Rhetoric 

ITie study of the art of discourse and its 
various meanings, one of which is the same as that of 
•Vomp-*Ki»ion, M Composition courses a^e sometimes 
referred to as rhetoric courses- Originally, in classic 
times, the term was applied to oratory, but in modern 
times it is also applied to written communication. 
Considered as the theory of composition, the term 
applies to the principles and rules of composition 
tormualted by anciem *r tics and modified through the 
atfes hy theorists ot the composing art. Generally, the 
subject mattei and experiences involved in the study of 
these pnnciples <rd rules are designed to aid in the 
arrangement of a speech or written discourse to bring 
jbout a desired effect on a listener or reader. Empha- 
sized are, methods of persuasion; the effective and 
orderly arrangement of the parts ot a discourse, style; 
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and rhetoric as a system of gathering, arranging, and 
expressing the subject matter of discourse, and as a 
guide for making decisions in the process of composi- 
tion. (See also 05.05 01 00 00 Rhetoric and Public 
Address under Speech.) 

05,04 01 03 00 General Semantics 

The body of principles sometimes included 
for study and application in composition courses. Hie 
primary purpose of general semantics as a discipline, or 
as a point of view, in the field of communication is to 
improve language habits so that verbal symbols cor- 
respond more exactly to persons, things, and events on 
the nonverbal or fact level. It is the study of evaluative 
processes, the ways in which a person interp. nis 
environment through signs and symbols, including 
language. Attention is usually given to: factual as 
distinguished from inferential statements; multivalues 
in nature as distinguished from two-valued orientation 
in the language of writers or speakers; verbal abstrac- 
tions as distinguished from low-order terms; indexing 
or noting differences to avoid stereotyping; dating to 
avoid rigidity; emotive language and its effects on 
human behavior; the distinction between a thing and 
its label or name, and the contexts of language. 

05.04 02 00 00 Writing 

Learning experiences designed to provide oppor- 
tunities for pupils to develop knowledge, under- 
standing, and skills essential to self-expression, e.g., 
ideas, interests, and facts, in written language. Writing 
forms vary according to the content, the audience, and 
the purpose of the writer. 

05.04 02 01 00 Expository Writing 

- Learning experiences designed to develop 
knowledge, understanding, and skills involved in a form 
of writing concerned with selecting, ordering, and 
explaining information in o detailed, logical manner. 

05.04 02 02 00 Persuasive Writing - 

Learning experiences designed to develop 
(cnowledge, understanding, and skills involved in a form 
pf writing concerned with selecting and organizing 
ideas for presenting a particular point of view in a 
persuasive manner-employing inference and logic. 

05.04 02 03 00 Creative Writing 

Learning experiences designed to develop 
knowledge, understanding, and skills involved in a form 
of writing that is free, not prescriptive, and expresses 
primarily the' interest and emotions of the writer, 
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particularly the personal satisfaction that the writer 
feels. - 

05.04 02 04 00 Narrative Writing 

Learning experiences designed to develop 
knowledge, understanding, and skills involved in a form 
of writing concerned with telling a story in a sequen- 
tially organized manner. 

05.04 03 00 00 Journalism 

Die study and practice of writing, editing, and 
publishing newspapers and periodical*. Instruction 
usually emphasizes reporting and feature and editorial 
writing. (See also the category 05.05 04 00 00 
Speech Tiirough Mass Media. Y 

05,04 03 01 00 Reporting 

The study and practice of gathering facts 
about current events and writing about such events for 
' publication in newspapers and periodicafs. 

05.04 03 02 00 Editorial Writing 

The study and practice of composing an 
article of opinion or comment for publication in a 
/newspaper or periodical. 

05.04 0 3 03 00 Feature Writing 

The study and practice of composing an 
article with strong emotional or human interest appeal 
for publication in a newspaper or periodical 

! 05.04 0 3 04 00 History of Journalism 
| Hie study of the financial, technical, and 

, editorial processes and the contributions of individuals 
1 involved in the publishing of newspapers and period- 
icals from the beginnings of such publications to the 
present. 

05.04 03 W 00 Other Journalism 

Include here other subject matter empha- 
sized in journalism which is not listed above. (Specify.) 

05.04 ut > 00 00 Other Composition 

Include here other organized subject matter em- 
phasized in composition which is not listed or classifi- 
able above. (Specify.) 

05.05 00 00 00 SPEECH 

Subject matter and experiences comprised ot a 
wide spectrum of studies and activities that range from 
the scientific (voice science) through the humanistic 
(rhetoric) and the behavioral sciences (group dynamics) 



to the artistic (oral interpretation of literature). The 
unifying feature of these studies and activities is the 
predominance, in varying degrees, of oral communi- 
cation. 

05.05 01 00 00 Rhetoric and Public Address 

Hie study of the practical arts, of speaking as 
revealed in the variety of forms and functions evident 
in public discourse. Emphasized are speech-making 
(eomposition and delivery ), argumentation and debate, 
audience analysis and listening behavior, persuasion, 
d^cussion, parliamentary procedure, speech criticism, 
and the history of rhetoric and public address. (See 
also 05.04 01 02 00 Rhetoric under Composition.) 

05.05 01 01 00 Public Speaking 

The study of theory and practice involved in 
composing and delivering speeches, including informa 
tive/persuabive,and inspirational types. 

05.05 01 02 00 Argumentation and Debate 

Study and practice in the discovery, selec- 
tion, analysis, organization, and presentation of evi- 
dence and argument for and against a proposition, 
often in formal debate. (See also the category 

05.04 02 00 00 Writing.) 

05.05 01 03 00 Communication Theory 

An analysis of the communication process, 
including the psychology of the listener, iufounation 
theory, message formulation and dissemination. 

05*05 01 04 00. Listening 

The exploration and study of the theory of 
listening with oral-aural practice in the skills of 
comprehension through listening. (See al\o 
05.01 05 00 00 Listening under Language Skills.) 

05.05 01 05 00 Discussion 

The exploration and study of evidence and 
issues, through analysis and oral exchanges, leading 
toward the identification of problems andlhe formula- 
tion of possible solutions. Included are study and 
practice in the use of the various forms of discussion: 
informal groups, committees, conferences, panels, 
symposiums, forums, et ah 

05.05 01 06 00 Speech Criticism 

A study of rhetorical theory, past mv\ 
present, mciuding a critical examination of rcc« ru»-d 
speeches and their contexts 
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05 ENGLISH LANGUAGE ARTS-(Continued) 

05.05 01 07 00 Parliamentary Procedure 

At study 0 ; the theory, with opportunities 
tor practice, of the rules and procedures used in 
conduct ng formal meetings. 

05.05 01 08 00 Persuasion 

Subject matter and experiences designed for 
intensive study and practice in the composition and 
delivery ot speeches that are designed, through the use of 
appropriate rhetorical techniques and motivational pat- 
terms, to change or strengthen beliefsor to secure action. 

05.05 01 99 00 Other Rhetoric and Public Address 

Include here other organized subject matter 
and experiences emphasized in rhetoric and public 
address which are not listed above. (Specify.) 

05.05 02 00 00 Ural Interpretation of Literature 

The study of principles, and opportunities for 
practicing the art of analyzing and reading literature 
aloud to others. 

05.05 02 01 00 Choral Speech 

The theory and practice .f group readings 
of literary works. 

05.05 02 02 00 Readers' Theatre 

The analysis and performance of dramatic 
works embodying t'he principles of oral interpretation 
of literature as opposed to those of acting. 

05.05 03 00 00 Speech Improvement 

Subject matter and experiences concerned pri- 
marily with the acquisition, largely through study and 
exercises, of such basic language skills as adequate 
projection, articulation, phrasing, vocal variation, and 
appropriate usage. 

05.05 03 01 00 Voice and Diction 

The study, and application through exer- 
rises, of knowledge about voice production and the 
means for improving projection, articulation, pronunci- 
ation, phrasing, melody patterns, et ah, and for 
developing where needed, often through the use of 
phonetics, standard usage. 

05.05 03 99 00 Other Speech impovement 

Include here other organized subject matter 
and experiences emphasized in speech improvement 
which are not listed above. (Specify.) 



05.05 04 00 00 Speech Through Mass Media 

The study and practice of the techniques and 
procedures of mass media as well as the identification 
of artistic features unique to each medium. The study 
of history and criticism is usually coupled with 
experiences in the arts of radio, television, and/or 
films. 

05.05 04 01 00 Radio and Television 

A study of broadcasting, with exercises, 
where appropriate, that include its history, its role in 
contemporary society, its artistic dimensions, its pro. 
duction techniques, principal genres, et al. 

05.05 04 02 00 Film 

A study of, and in some instances practice 
in, the cinematographic arts including history, pro- 
duction, and criticism. 

05.05 99 00 00 Other Speech 

Include here other organized subject matter and 
experiences emphasized in speech which are not 
classifiable or listed above. (Specify.) 

05.06 00 00 00 DRAMATIC ARTS 

Subject matter and experiences concerned with a 
wide range of studies ^prtd activities including play- 
writing, dramatic literature, scenic design, acting, di- 
recting, and the supporting arts and crafts of the 
theatre and of selected aspects of radio, television, and 
film. 

05.06 01 00 00 Acting 

Theory and practice in the art and craft of 
interpreting roles from dramatic literature for presenta- 
tion on the stage or through certain mass media. 

05.06 02 00 00 Dramatic Literature 

The study of the types, forms, and styles of 
plays from both the past and the present with special 
emphasis on the elements of production that are used 
in transposing a manuscript into living theatre. 

05.06 03 00 00 Creative Dramatics 

Learning activities wherein pupils, using nondra- 
jnatic literary materials created by themselves or by 
others, create informal, nonscripted pla^s using their 
own words and movements. 

05.06 04 00 00 Play Production 

The study of, coupled with opportunities for 
practical experience with, such component elements ih 
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producing plays as directing, staging, costuming, 
makeup, properties, and business management. 

05.06 05 00 00 Playwriting 

A study of the theory of dramatic writing 
(form, structure, style) coupled with an examination of 
representative plays and appropriate exercises in 
writing. 

05.00 0e> 00 00 Technical Theatre and Design 

An intensive study of the physical aspects of 
play production including scenic design, costume de- 
sign, lighting design, and stagecraft with opportunity, 
frequently in conjunction with cocurricular activities, 
for practical experiences. 

05.00 07 00 00 Theatre Criticism 

t The study o£ the theatre including, frequently 
the related arts ul film and television emphasuiug such 
. elements as esthetics, social impact, and historical 
perspective. 

05.00 08 00 00 Theatre History 

The study of the development of dramatic 
literature, the physical theatre, the elements of produc- 
tion, and the artists and craftsmen who have con- 
tributed to our theatre heritage. 

05.06 99 00 00 Other Dramatic Arts 

include here other organized subject matter and 
experiences emphasized in drainage arts which are not 
listed above. (Specify.) 

05.99 0 0 00 00 OTHER ENGLISH LANGUAGE 
ARTS 

Include here other organized subject matter and 
experiences emphasized in English language arts which 
are not classifiable or listed above. (Spechy.) 

FOREIGP! LANGUAGES 
06.00 00 00 00 

The body of subject matter in this area u> comprised 
of a variety of foreign languages, including English as a 
foreign language. Classified under this heading are thi 
various classical and modem foreign languages. 

Usually, the activities involved in the ieavlung and 
learning ot a foreign language are planned ki\ letms of 
selected objectives: 

I, to assist the pupil in acquiring progressive 
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proficiency in the control of the skills of 
listening comprehension, speaking, reading, and 
writing, and in structural analysis; 

2. to develop the pupil's capacity to apply these 
acquired skills in understanding, analyzing, and 
interpreting a variety of forms of past and 
current thought; 

3. to increase the pupiPs knowledge and under- 
standing of the countries, cultures, and attitudes 
of the peoples whose language is being learned. 

The Ad Hoc Committee for foreign Lanaguagcs 
applied the following rationale to the selection of the 
languages for placement in the Foreign Languages area 
(1) the various languages selected and classified were 
determined* by the ad hoc committee as including the 
languages most frequently taught in the United States, 
and (2) the various languages selected for placement 
under Classical Languages and Modern Foreign Lan 
guages could be defined in brief form using only salient 
descriptive elements. 

Opportunities are frequently* provided both during 
and outside regular classtime for pupils to develop 
interests, skills, ana knowledge in selected aspects of 
foreign languages as an integral part of the instructional 
program. As an example, the Foreign Language Club 
provide additional opportunities to apply various ac- 
quired skills, increase knowledge about different coun- 
tries, and develop appreciation for the rqle of foreign 
languages in communication. Such organized activities, 
under appropriate supervision, are referred to as 
cocurricular activities. A variety of activities is identi- 
fied under 20.00 00 00 00 Cocurricular Activities in 
chapter 5 beginning on page 146, and they are 
described more fully in this chapter beginning on page - 
242. As an illustration, the Foreign Language Club is 
identified for reporting purposes under Cocurricular 
Activities as Item 20.01 09 00 00. 

Many items of information in chapters 3 and 4 are 
supporthe to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum improvement on pages 71 -78, and the 
items classified in the X 32 00. Series School Serv- 
ices Supporting Instruction on pages 90 96 Graphic 
illusvrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

The following and other categories of information 
in chapters 3 and 4 of Handbook VI, when related to a 
foreign language may provide the type of information 
represented by "stream" and "level" (which are not 
defined here). X 03 00. Scries Placement, on pages 
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06 FOREIGN LANGUAGES-(Continued) 

63-65; X 06 00. Series-Tiem Elements, on pages 
66-71; and the X 23 00. Series-Planned Instruc- 
tional Outcomes lor Pupils, on pages 89-90. 

06.01 00 00 00 CLASSICAL LANGUAGES 

Usually considered to be the study of the language, 
literature, and culture of an ancient civilization. 
Selected emphases in instruction in any of the classical 
languages may be identified in the list of items 
following 06.01 99 00 00. An example might be: 
language taught, 06.01 01 00 00 Arabic (classical); 
emphases in instruction, 06.01 01 01 00 Culture and 
06.01 01 02 00 Listening Comprehension. 

Ob.OI 01 00 00 Arabic (classical) 

The language, literature, and culture of the 
ancient Arabic world. 

06 ) I 02 00 00 Chinese (classical) 

The language, literature, and culture of the 
ancient Giinese world. 

06.01 03 00 00 Greek (classical) 

The language, literature, and culture of the 
ancient Greek world. 

06.01 04 00 00 Hebrew (classical/Biblical) 

The language, literature, and culture of the 
ancient Hebrew world. 

06.01 05 00 00 Latin (classical) 

The language, literature, and culture of the 
ancient Roman world. 

06.01 99 00 00 Other Classical Languages 

Include here any other language, literature, and 
culture of an ancient civilization emphasized in instruc- 
tion which is not listed under classical languages above. 
(Specify.) 

Selected Emphases: 
06.01 00 01 00 Culture 

06.01 00 02 00 Listening Comprehension 

06.01 00 03 00 Reading 

06.01 00 04 00 Speaking 

06.01 00 05 00 Study of Literature 



06.01 00 06 00 Translation 
06.01 00 07 00 Writing 

06.01 00 99 00 Other Selected Emphases 

Include here other skills, knowledge, and 
understanding not included above. (Specify.) 

06.02 00 00 00 MODERN FOREIGN LANGUAGES 
Tin; study of the language, literature, and culture of 

a selected segment of the population of the modern 
world. Selected emphases in instruction in any of the 
modern foreign languages may be identified in the list 
of items following 06.02 99 00 00. An example 
might be: language taught, 06.02 06 00 00 Danish; 
emphases in instruction, 06.02 06 01 00 Culture and 
06.02 06 02 00 Listening Comprehension. 

06.02 01 00 00 Arabic, iModern Standard 

The language, literature, and culture of the 
Aribic-speaking peoples of the modern world. Modern 
Standard Arabic, based on classical Arabic, is thcrnost 
commonly taught and used language as a vehicle of 
communication among the various Arabic-speaking 
peoples. 

06.02 02 00 00 Arabic, colloquial 

The spoken regional language and culture of a 
given segment of the Arabic-speaking world. (The 
dialect should be specified.) 

06.02 03 00 00 Chines, modern Mandarin 

The official oral language of the Chinese- 
speaking people of the modern world. The study of 
modern Mandarin may include literature and culture. 

06.02 04 00 00 Chinese, Cantonese 

The spoken language and culture of the Canto- 
nese-speaking people. 

06.02 05 00 00 Czech 

The language, literature, and culture of the 
Czech-speaking people. 

06.0? 06 00 00 Danish 

The language, literature, and culture of the 
Danish-speaking people. 

06.02 07 00 00 English as a foreign language 

The study of the language, literature, and * 
culture of the English-speaking peoples by individuals 
whose mother tongue is not English. 
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06.02 08 00 00 French 

The language, literature, and culture Qf the 
French'Speaking. people. 

06.02 09 '00,00 -German v 
The language, literature, and culture of the 
Gernian«speaking people. 

06.02 10 00 00 Greek, modern % 

The language, literature, and culture of the 
Greek-spealving people of the modern world. 
<* , 
06.02 11 00 00 Hawaiian 

The language, literature, and culture of the 
Hawaiian -speaking people. 

06.02 12 00 00 Hebrew, modern (Israeli) 

The language, literature, and culture of the 
Hebrew-speaking people of the modern world. This is 
the official language of Israel. 

06.02 13 00 00 Italian 

The language, literature, and culture of the 
Italian-speaking people. 

06.02 14 00 00 Japanese 

The language, hteratdre, and culture of the 
Japanese -speaking people. 

06.02 15 00 00 Norwegian 

The language, literature, and culture of the 
Norwegian-speaking people. 

06.02 16 00 00 Polish 

The language, literature, and culture uf the 
Polish -speaking people. 

06.02 17 00 00 Portuguese 

The language, literature, and culture of the 
Portuguese-speaking people. 

06.02 18 00 00 Russian 

The language, literature,, and culture of the 
Russian-speaking people. Other languages spoken 
within the U.S.S.R.-such as Georgian, Ukranian, and 
Uzbee -should be recorded under the item, Other 
Modem Foreign Languages. 

06.02 19 00 00 Spanish 

The language, literature, and culture of the 
* Spanish-speaking people. 



06.02 20 00 00 Swedish 

The language, literature, and culture of the 
Swedish-speaking people. 

06.02 99 00 00 Other Modern Foreign Languages 

Include here any other language, literature, and 
culture of a selected segment of the modern world 
Emphasized in instruction which is not listed under 
modern foreign languages above. (Specify.) 

Selected Emphases: 

06.02 00 01 00 Culture 

06.02 00 02 00 Listening Comprehension 

06.02 00. 03 00 Reading 

06.02 00 04 00 Speaking 

06.02 00 05 00 Study of Literature 

06.02 00 06 00 Translation 

06.02 00, 07 00 Writing 

06.02 00 99 00 Other Selected Emphases 

Include here other skills, knowledge, and 
understanding not included above. (Specify.) 

06.03 00 00 00 HUMANITIES 

The study of a group of subjects such as classifical 
and modern languages, art, music, literature, religion, 
history, and philosophy— with foreign languages usually 
forming the core -concerned with man's individual 
cultural achievements in society as distinguished from 
social institutions and customs of the natural world. 
Sometimes aspects of the various subject-matter areas 
are taught separately; in other instances these aspects 
of subject matter arc fused or integrated. (See also 
02.0 1 03c, 00 00 Humanities under ART; 
05.03 69 00 00 Humanities under ENGLISH 
LANGUAGE ARTS; 12.06 00 00 00 Humanities 
under MUSIC, and 05.09 00 00 tib Humanities under 
SOCIAL SCIENCES/SOCIAL STUDIES.) 

HEALTH OCCUPATIONS EDUCATION 
07.00 00 00 00 

Education for health occupations comprises the 
body of related subject matter, or the body of related 
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07 HEALTH OCCUPATIONS EDUCATION- 
(Continued) 

courses, and planned experiences designed to impart 
knowledge and develop understanding and skills re- 
quired to support the health professions. Instruction is 
organized to prepare pupils for occupational objectives 
concerned with assisting qualified personnel in pro- 
viding diagnostic, therapeutic, preventive, restorative/ 
and rehabilifative services to people, including under' 
standing and skills essential to provide care and health 
services to patients. 

Education for health workers usually is conducted 
by recognized education agencies and appropriate 
health institutions and services that can make available 
the quality and kind of experiences needed by the 
trpinee in developing the competencies required'for his 
occupational goal. , 

Instructional programs which prepare persons for 
occupations that render health services directly to 
patients provide planned instruction and experience in 
appropriate clinical situations. For occupations that 
render health services which do not involve direct 
services to, patfents, planned instruction and experience 
m laboratories and/dr appropriate work situations are 
provided as an integral pait of the instructional 
program. 7 



Licensure, Certification, and Registration 

Techniques for the regulation of workers m health 
occupations have been developed and administered, 
either by appropriate piufessional organizations or by 
legally constituted authority in the respective States, as 
a means to safeguarding, the public against unqualified 
and/or unscrupulous persons. Therefore, regulatory 
procedures such as licensure; certification, and/or 
registration in certain of the health occupations have 
been established. 

Licensure -Under 'the authority of a State, laws 
are enacted setting forth the minimum qualifica- 
tions for persons and the standards to be met for 
practicing in an-occupation. All physicians, nurses, 
dental hygienists, and a growing number of para' 
medical personnel must be licensed in their respec- 
tive fields- Organizations representing these groups 
have sought and helped to establish State laws for 
licensing practitioners in their fields. They have also 
found that mandatory regulation of these occupa- 
• lions under State licensure laws best serves the 
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public interest. Employers, too, have come to rely 
upon the legal licensing agency for assurance that a 
practitioner is qualified in his field. 

h 

Certijication-Ptofcss\Q\w\ societies endeavor to 
improve the^quality of services provided by sup- 
portive personnel in health fields through voluntary.* 
certification of individual, workers. Standards per- 
taining to education, experience, and personal 
qualifications are determined by nhe professional 
society, usually in cooperation with the auxiliary 
group that ls subject to the certification procedure. 
Applicants wishing to become certified under these 
standards .must make application to the certifying 
board* of the association, and comply with the 
certification of standards. 

Registration~T\\c term registration is used by 
certain occupational groups interchangeably with 
either the term licensure or certification. "Regis- 
tered" nurse connotes a nurse who is licensed to 
practice as a professional nurse or as a technical- 
level nurse. A "registered " medical librarian is 
certified by and registered with her professional 
association. Registration may be interpreted in 
specific instances by placing after it (I) when 
"licensure" applies, or (C) when "certification" 
applies. 

Note- In situations involving designation of 
Vlicensure," "certification," or "registration V for 
record and/or report purposes as applicable to 
^selected items in this subject-matter area, the 
following symbols may be used. (L) for Licensure, 
(C) for Certification, and (R) for Registration. 

The Ad Hoc Committee for Health Occupations 
Education applied the following rationale to. the 
selection of substantive content for placement in the 
Health Occupation? Education area: (I) the items 
selected and classified were determined by consensus 
of the committee to be representative of the subject 
matter most commonly taught in health occupations 
education in the United Sta.es; (2) the various nspects 
of subject matter were identified by titles which were 
considered as being most commonly used; and (3) the 
various aspects of subject matter selected for place- 
ment under Health Occupations Education could be 
defined in brief form using only salient descriptive 

elements. 
* 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples, sec 



the items classified in the X 07 00. Series, bvaluation 
and 'Curriculum Improvement on pag^s 71 -78, and the 
items classified in the X 32 00. Series. -School Sciv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown m table 7 
on page 1 1 and in figure 2 on page 13. 

Included under the heading, Health Occupations 
Education,, are items of information which describe 
selected aspects of education for health occupations. In 
the following definitions the term "subject matter" 
includes theory that may be given either in a school or 
•in \ clinical setting, and the teny "experiences" 
includes the applied subject matter which is provided 
ir. a clinical setting. 

07.01 00 00 00 DENTAL 
i Included in this category are occupations concormj 
with supportive services to the dental profession. 

07.01 t 0l 00 00 Dental Assisting 

A combination " of subject matter and ex- 
periences designed to prepare a person to assist the 
dentist at the chairside in the dental pperatory, to 
perform reception and clerical functions, and to carry 
out selected dental laboratory work. 

07.01 02 00 00 Dental Hygiene (Associate Degree) 

A combination of subject matter *and ex- 
periences designed to prepare a person to provide 
services to patients such as performing complete oral 
prophylaxis, applying medication, and providing dental 
health education services, both for chair-side patients 
and in community health programs, under the super- 
vision of the dentist. (Included as 16.03 01 00 00 
Dental Hygiene {Associate Degree) under TECHNICAL 
EDUCATION.) 
* 

07.01 03 00 00 Dental Laboratory Technology 

A combination of subject matter and experi- 
ences designed to prepare a person to execute the work ' 
in producing restorative appliances required for the 
oral health of the patient as authorized by the dcntisu 

07.01 99 00 00 Other Dental 

Include here other organized subject matter and 
experiences emphasized in occupations, ndt listed" 
above, which are concerned with supportive services to 
tl. dental profession. (Specify.) 

07 02 00\0 00 MEDICAL LABORATORY TECH- 
^ 0 NOLOGY 
Plarined subject matter and laboratory experiences 



concerned with bacteriological, biological, and chem- 
ical tests to' provide data for use in diagnosis and 
treatment of diseases -using microscopes, micrometers, 
and^ other instruments. Persons prepared in this area 
usually work under the supervision of medical tech- 
nologists, clinical pathologists, or physicians. - 

07.02 01 00 00 Cytology (Cytotechnology) ^ 

A combination of subject matter and experi- 
ences designed to prepare a person to stain and screen 
smeared slides for determination of abnormalities of 
exfoliated cells that may assist in the diagnosis of 
cancer. This work is performed under the supervision 
of a physician. 



.97.02 02 00 00 Histology 

A combinatipn of subject matter* and experi- 
ences designed for teaching a person to prepare, 
section, and stain tissues for microscopic study under 
the direction of a clinical pathologist. 

07.02 03 00 00 Medicaf : Laboratory Assisting 

A combination of subject matter and experi- 
ences organized to prepare a person to work under the 
supervision of medical technologists, clinical pathol- 
ogists, or physicians to perform routine clinical labora- 
tory procedures. (Included as 16.03 03 00 00 Med- 
ical Laboratory Assisting under TECHNICAL EDU- 
CATION.) 

07.02 04 00 00 Hematology 

A combination of subjeej matter and experi- 
ences organized to prepare a person to collect blood 
and perform complete blood counts; prepare and stain 
blood smears, perform hemoglobin determinations; 
carry out tests to determine bleeding time, coagulation 
time, sedimentation rate, and prothrombin time; and 
to determine relative amounts of plasma and cor- 
puscles. 

07.02 99 00 00 Other Medical Laboratory 

* Include here other organized subject matter and 
experiences emphasized in occupations, not listed or 
classifiable above, which are concerned with medical 
laboratory technology. (Specify.) 

07.03 00 00 00 NURSING v 

A combination of subject matter and clinical 
experiences designed to prepare a person to provide 
nursing care to patients in hospitals, sanitariums, 
clinics, or other institutions by administering, medica- 
tions and treatments, 'assisting -the physician during 
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07 HEALTH OCCUPATIONS EDUCATION- 
( Continued) 

treatment and examination of patients, or performing 
related auxiliary services. 

07.03 01 00 00 Nursing (Associate Degree) 

A combination of general and nursing education 
and clinical experiences designed to prepare a person 
^ tor generality nursing under the nurse supervisor or 
physician, or with other members of the health team 
(Included as 16.03 05 00 00 Nursing (Associate De- 
gree) under TECHNICAL EDUCATION.) 

07.03 02 00 00 Practical (Vocational) Nurse 

A combination of subject matter and supervised 
conical experiences designed" to prepare a person to 
give direct nursing care under the supervision of a nurse 
or physician, 

07.03 03 00 00 Nursing Assistance (Aide) 

A combination of subject matter and experi- 
ences which prepares a person to perform simple tasks 
involved in the personal care of individuals receiving 
niming services. These tasks are performed under the 
supervision of a nurse, 

07,03 04 00 00 Psychiatric Aide 

A combination of subject matter and expert- 
erices designed to prepare a person to care for mentally 
ill patients in a psychiatric medical care facility under 
direction of nursing and medical staff. Included is 
instruction in patient hygiene and grooming feeding, 
obtaining laboratory specimens, observing paiients for 
unusual behavior, methods of aiding in restraining 
' patients to prevent injury to themselves or others, and 
encouraging participation in social and recreational 
activities 

07.03 05 00 00 Surgic3l Technician fOperating 
Room-Technician) 
A combination of subject matter and experi- 
ences designed to prepare a person to serve as a general 
technical assistant on the surgical team in the operating 
suite. b 

07.03 06 00 00 Obstetrical Technician 

. A combination of subject matter and experi- 
ences designed to prepare a person to assist m the care 
ot mothers in labor and delivery rooms before, during, 

and after delivery under the supervision of professional 
personnej. 



07.03 07 00 00 Home Health Aide 

A combination of subject matter and expert- 
ences designed to prepare a person to assist the elderly,, 
convalescent, or handicapped in their homes and. to* 
provide for their daily living needs which may be 
describee! as physical, mental, emotional, social, and 
spiritual. 

07.03 08 00 00 School Health Aide 

A combination of 'subject matter and expert- 
ences designed to prepare a person to assist the 
physician or nurse with physical examinations, health 
education, and the conduct of ongoing programs for 
improving or maintaining students' health. " 

07.03 99 00 00 Other Nursing 

Include here other organized subject matter and 
experiences emphasized in occupations, not listed or 
classifiable above, which are concerned with nursing 
. (Specify.) 

07.04 00 00 00 REHABILITATION 

A combination of subject matter and experiences ' 
designed to prepare a person to work under the 
direction of a physician and the supervision of other " 
appropriate specialists in assisting handicapped persons 
to overcome or compensate for any loss of function, 
and to restore the individual V physical and/or mental 
health to an optimum level. . ' 

f 

07.04 01 00 00 .Occupational Therapy 

A combination of subject matter and' expert- ' 
ences designed to prepare a person to assist the 
professional occupational therapist in implementing 
the plan of therapy for a^patient as prescribed by a 
physician. * ^ , * 

> 

07:04 02 00 00 Physical Therapy 

A combination of subject matter and experi- 
ences designed to prepare a person to a/sist the 
professional physical therapist in implementing the 
plan of therapy for a patient as prescribed by a 
physician. 

07.04 03 00 00 Prosthetics 

A combination of subject matter and experi- 
ences designed to prepare a person to write specifica- 
tions for and to make and fit artificial limbs, following 
the prescription .of a qualified medical practitioner. 
Instruction includes the study, of anatomy, biome- 
chanics, engineering as related to prosthetic appliances, 
and shop experience in prosthetic construction. 
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Q7.W 04 00 00 Orthotics 

A combination of subject matter and experi- 
ences designed to prepare a person to write specifica- 
tions for and to mate and fit braces and appliances for 
body deformities and disorders, following the prescrip- 
tion of* a qualified medical practitioner. Instruction 
includes the study o( anatomy, biomechanics, engi- 
neering, as related to, orthotic appliances, and shop 
experience in orthotic c«i$tjruction. 

07.04 99 00 00 Other Rehabilitation 

Include here other organized subject matter and 
experiences emphasized in occupations, not listed or 
classifiable above, which are concerned with rehabilita- 
tion. (Specify.) 

07.05 00 00 00 RADIOLOGIC 

A combination of subject matter and experiences 
designed to prepare a person to apply roentgen" rays 
and radioactive substances to patients for diagnostic 
and therapeutic purposes Instruction may include the 
study of anatomy, physiology, radiation physics, radio* 
graphic techniques, dhemistry of processing and dark- 
room technique, radiation protection, and equipment 
* maintenance, 

/ 

07.05 01 00 00 Radiologic Technology (X-ray) 

'A combination of subject matter and experiences 
designed to prepare a person for the safe use of X-ray 
equipment in clinical settings under the supervision of 
a radiologist or other • physician. (Included as 
16.03 04 00 00 Radiologic Technology (X-ray) under 
TECHNICAL EDUCATION.) 

07.05 02 00 00 Radiation Therapy 

A combination of subject matter and experi- 
ences designed to perepare a person to use radiation 
producing devices to administer therapeutic treatments 
as prescribed by a radiologist. 

07.05 03 '00 00 Nuclear Medical Technology 

A combination of subject matter and. experi- 
ences designed to enable a person b working under a 
qualified physician, to prepare, administer, and 
measure radioactive isotopes in therapeutic, diagnostic, 
and tracer studies, utilizing and maintaining safe 
storage and handling of a variety of radioisotope 
equipment. 

07.05 99 00 00 OtherRadiologic 

Include hers other organized subjecj matter and 
experiences emphasized in occupations, not listed or 



classifiable above,^ which arc concerned with radiologic. 
(Specify.) ! 

07.06 00 00 00 OPHTHALMIC 

A combination of subject matter and experiences 
designed to prepare a person, working under the 
supervision of an ophthalmologist or optometrist, to 
perform tests, administer treatment preliminary to 
examination or surgery, prepare and fit eyeglasses or 
contact lenses, and direct corrective eye exercises. 

07.06 01 00 0O Ophthalmic Dispensing 

A combination of subject-matter and expedi- 
ences designed to train a person to prepare, assemble, # 
and fit corrective lenses as prescribed by a physician or 
optometrist. 

07.06 02 00.00 Orthoptics 

A combination of 'subject matter and experi- 
ences designed to prepare a person, working under the. 
supervision of an ophthalmologist, to teach others with 
correctable focusing defects to develop and use bi-/ 
nocular vision (focusing of both eyes). * / 

07.06 03 00 00 Optometrist Assistant / 

A combination of subject matter at)tf experi- 
ences designed to prepare a person. |p' assist an 
optometrist \n making tests to determine defects in 
vision, preparing and fitting eyegla^es or contact 
lenses, administering corrective eye exercises, or other 
treatment that does not require drug/ or siirgery. 
* // 

07.06 99 00 00 Other Ophthalmic 

Include here other organized subject matter and 
experiences emphasized in occupations, not listed or 
classifiable above, which are concerned with ophthal- 
mic. (Specify.) t 
i 

. 07.07 00 00 00 ENVIRONMENTAL HEALTH 
A combination of subject matter and experiences 
designed to prepare a person, working under the 
supervision of a specialist, lo recognize and evaluate 
environmental hazards sjjch as radiation, fungi, air 
pollution, waste and sewage, noi§c, vibration, and poor 
Jighting, and to prescribe methods of eliminating or 
controlling them. 4 - A 

07.07 01 00.00 Environmental Health Assistant 

A combination of subject matter and experi- 
ences designed to prepare a person to assist sanitary 
engineers, scientists, physicians, and' veterinarians to 
gather data on, inspect, and evaluate facilities and 
\ 
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• 07 HE ALT! i OCCUPATIONS EDUCATION- 
( Continued) 

" industries concerned wit! the public, i as water 
<urp!> , the food industry (processing, distribution, and 
semeej.and sewage disposal facilities and plants. 

07.07 02 00 00 Radiological Health Technician 

A .combination of subject matter and experi- 
ences designed to prepare a person to conduct radio- 
^ logical etalual^nrof exposure to X-ray, gamma, and 
d\?i.* cimterj,jnd to recommend measures to insure 
maximum protection. 

1V7.07 oroO 00 Sanitarian Assistant 

A combination of subject matter and experi- 
ences designed to prepare a person, under supervision 
of a professional sanitarian, to determine compliance 
with or violation of public sanitation laws and regula- 
tion These persons take samples of such materials as 
water, fooil, and air, and perform contamination tests. 

» * 

07.07 m 00 00 Other Environmental Health - - . 
v Include here other ofganized subject matter and 

experiences emphasized in occupations, hot listed or* 
\ wU>vHab!e above, which are concerned with environ- 
) 'mentJl health. (Specify.) » 

07J)8 00 00 00 MENTAL HEALTH TECHNOLOGY 

A combination of subject matter and experiences 
Jcsi^icI to prepare a person to assist professionals in 
<lu mental health'servijtfs. * " t 

07.08 pi 00 0O e Mentai Health Technician ' 

. A combination of. subject matter and experi- 
ences designed to prepare a person"to assist nursing and 
medical personnePin rehabilitating mentally ill patient* 
tlaougljM^creaUonal artd occupational activities, train- 
ing in new patterns of living, physical care of patients, 
and giving prescribed medication. ~ 

07.08 02 00 00 Mental Retardation Aide 
• • # A combination of subject matter and experi- 
ences designed* to prepare a person to attend to the 
physical needsr and well-being of mentally retarded 
patients and to aid in 'teaching and recreation processes 
under the supervision of professional staff member! 

- 07,08 99 00 00 Other Mental Hedlth Technology 

Include here other organized subject matter and* 
^experiences emphasized in 'occupations, ffof listed or 
classifiable above, wtych are eoncerned with mental 
health technology. (Sgceify, ) 



a7.09 00 Otf 00 MISCELLANEOUS HEALTH OC- 
CUBAf IONS EDUCATfON 
Include here other health occupations- education 
programs not elsewhere classified which prepare a 
person to provide specified medical and health services. 

07.09 01 00 00 Electroencephalograph Technician - 
A combination ^of subject matter and experi- 
ences designed to prepare a person tQ operate electrical*, 
equipment which records brain waves on a graph to be 
used by a medical practitioner in dja^iosing brain 
disorders. Instruction in minor repairs a4d maintenance 
of equipment may be i^ludedZ included as 
16.03 02- 00 00 Elecnaznceplmlokyfli Technical 
under TECHNICAL EDUCATION^ 

07.09 '02 00 00 Electrocardiograph Technician 

A combination of subject matter and experi- 
ences designed to prepare a person to operate an 
electrocardiograph machine; recording" electromotive 
variations in the action of heart muscle , and to provide 
data for diagnosis and treatment of heart ailments by a 
physician. Instruction in minor repairs and mainte- 
nance of equfpnient may be included. 

07.09 05 00 00 Inhalation Therapy 

Preparation includes a combination of subject 
matter and experiencq^esigned to prepare a person to 
perform procedOres and operate and maintain equip- 
ment used in supporting respiratory, functions, in- 
cluding the administration of oxygen ahd other sus- 
taining gases, as directed* by-a physician. * 

07.09 04 00 00 Medical . Assistant (Assistant * in 
physician's office), 
A combination of subject matter and ex- 
periences designed to prepafb a person to perform 
functions and follow procedures concerned with di- 
agnosis and treatment of patients in a physician's 
office. Instruction includes physical examinations, 
laboratory tests, X-rays, measuiements, and medica- " 
tions, / 

r 

07.09 05 00 00 Central Supply Technician ■ 

A combination of subject matjter and experi- 
ences, designed to prepare a person to adjust, clean, * 
sterilize, and assemble hospital equipment, supplies, 
and instruments according to prescribed procedures 
and techniques. Also included in instruction are in- 
spection, evaluation and recommendation%r purchase 
"of equipment and materials,, and distribution and 
inventory. 
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.07.09 06 00 00 Community Health Aide * _ 

A combination of subject matter and expen- 
ses designed to prepare a person to serve as liaison . 
between professional healtl\ workers and the reeipients 
of health services. Instruction emphasizes basic under- 
standing ot biology ..communicable diseases, environ- 
mental health, personal h>g*cne, -infants,* medicines, 
and family and coinmunuv resources. v 

07.09 07 00 00 Medical Emergency Technician * 

* A combination of subject ftfatter and experi- 
ences Resigned to prepare technicians to become 
members of the heilth team, responsible to proles 
sional members, qualified to (a) respond to medical 
emergen*.* calls, (b) evaluate the nature of the emer- 
gencies, (c) take appropriate prompt action to reduce 
the medic^l v hazards to the receiving station, and (d) 
serve as technical assistant to the emergency-room staff 
of ge ne ral hospi tals . \ 

> 

07.0-) 08 QO U0 Foqd Service Supervisor 

A combination of subject matter and experi- 
ences designed to prepare a person to understand tlie 
nature, ot nutritional diseases and the importance ot 
controlled diets in the treatment of-patieats with such 
diseases in a hospital or other health* institution under 
, the supervision of a dietitian. Instruction includes 
inspection of special diet travs and evaluation ol 
patients* responses to diets. 

07.09 09 00 00 Mortuary Science 

A combination of subject matter and experi- 
ences designed to prepare a person to perform the 
sanitary and embalming preparations for interment in 
conformity with legal sequirements. 

07.0^ IU UU 00 Orthopedic Assisting 

A combination of subject mattei and expert 
ences designed to prepjic a person to assist an 
orthopedic specialist in pieicivhig, restonng, jr.d dc 
veloping the form and function of the extremities, 
spine, and associated structures b> medical, surgical, 
and physical methods. 

07.99 00 00 00 OTHER HEALTH OCCUPATIONS 
EDUCATION * 
Include here other subject matter and experiences 
emphasized in health occupations education which arc 
not listed or classifiable above. (Specify,) 



HEALTH AND SAFETY IN DAILY 

Living, physical -education 
and recreation i 

08.00 00 00 00 * <* 

The body of related subject matter and activities in 
health and safety in daily living, physical educatibn, 
and recreation are organized for* carrying on learning 
experiences concerned with developing (I) knowledge,- 
attitudes, appreciations^ and conduct essential to in- i 
dividual* and group health, (2) awareness of, concern 
for, and knowledge, skills-, and judgment necessary for 
practicing and promoting personal and public safety in 
the home, at school, op the job, and in traffic; and (3) 
physical and mental growth and fitness by means of 
activities designed to improve the muscles, motor skills, 
and attitudes and habits of conduct of individuals and 
groups. 

The Ad Hoc Committee for Health and Safety in 
Daily Living, Physical Education, and Recreation ap- 
plied the following rationale to the selection oT.items 
for'placement in the Health^and Safety in Daily Living. 
Physical Education, and Recreation area: (1) the items 
were determined By "consensus of the eo'mmittee to be 
especially appropriate to health, and safety in daily 
living, physical education, and recreation; (2) the **ems 
could be defined in brief form using only^ salient 
descriptive elementsrand (3) the various items were 
identifiable by titles which the ad, hoc committee 
considered to be most commonly used in current 
practice. 

Opportunities are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
* health and safety in daily living, physical education and 
recreation as an integral part of the instructional 
program. As an example, *he Girls' Athletic Associa- 
tion provides additional opportunities to develop 
leadership, citizenship, and other qualities. Such organ- 
ized activities, under appropriate supervision, arc 
referred to as cocurricular activities. They* may be 
designed for participation of pupils as individuals or in 
groups, A variety of activities is identified under 
,20.00 00 00 00 Cocurricular Activities in chapter 5 
beginning on page 146; and they are described more 
fully in this chapter beginning on page 242. 'As an 
illustration, the jGirls' Athletic Association is identified 
for reporting purpose* and further described under 
Cocurricular Activities as Item 20.02 II 00 00. 

Many items of information in chapter 3 and 4 arc 
supportive to pupils* instructional staff, and subject 
matter in the instructional program. For exampjes see 



08 HEALTH AND SAFETY IN DAILY 

LIVING, PHYSICAL EDUCATION • 
AND ReQREATION^(Continuejl) 

the items .classified inthe'X 07 00. Series-Evaluation/ 
and Curriculum Improvement on pages 71-78, and the 
items classified in the X 32 00. Series-School Scrv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are showiUn table 7 
oapage II and in figure 2 in page 13. 

Included under, this heading are the items of 
information whieh\identity various aspects of subject 
matterand learning activities in health, safety in daily 
living, physical education, ancT recreation. 



08.01 04 00 00. Environmental Health. 

Learning * experiences designed to fielp the 
pupil understand the effect upon man** Health and 
well-being of such environmental factors as water 
supply, pollution control, food contamination r air 
pollution, radiation exposure, crowdedness, noise, and 
mobility. 

05.01 05 00 00 Family Life Education (including 
Sex Education) ^ . t * * 

The study of the family as ah entity jantfas a 
unit in the community; the physical, psychological, 
sociological, and emotional aspects of growth toward 
maturity; and the biology of reproduction. S 



^ Oa'dl 00 00 00 HEALTH 

Learning activities, which utilize experiences for 
influencing understanding, attitudes, and practices re- 
lating to individual, family, tmd community health. 
Instruction is based on scientific facts and truMis which 
serve as.a foundation for decisionmaking and action to 
achieve health potentials, 

*08.0r 01,00 00 Community Health 

The^stjdy of Jl) the availability and accessibil- 
ity of public, private, and voluntary health services and 
fa .litics; (2\ tjie functions and services of iocal, State, ■ 
and Fcdercl^health agencies, including public, volun- 
tary, and professional; and (3) prevaili/fgliealth edi- 
tions iruhe community. " l „ \ 



08.01 02 00 100 Corisumer Health . 

-^Learning' experiences designed, to h&lp pupils 
develop the ability t0^Tft£^s6und decision's in (he 
selection and *itiliza£o£ of health services, the selec 
tioff of health arid accident insurance, and thp purchase . 
• p( health products. f Emphaais is'ako on developing * 
. khowledge essential' lor recognizin^quacke/y and false 
advertising in relation* to fo9ds, v drugs, and mechanical 
devices. . t 

08.01 03 00 00 Disea^. Prevention and Control: ' 
4 . Communicable and>Chronic 

The study of the ca.use, Qpntrol, and prevention 
of disorders which impair 4 healtli, v/ith .emphasis on 
prevention. The various-diseases are usually categorized 
under two headings-^communicable" and "chronic." 
T)\q former includes* diseases which can be transferred 
from one person to another, sych as tuberculosis,' 
venereal', diseases, and measles; the latter includes 
diseases such as cancer/heart disease, multiple sclerosis, 
and cerebral palsyi 



^08.01 06 00 00 First Aid - ; 

* Learning experiences- designed to.(l) (Jevelop 
. understanding and skills necessary, in time of emer- 
gency, to prevent the death or further injury of a 
person until the services of a physician can be 
obtained, and (2) prcvide instruction concerning the 
national program of medical self-help. „ 

08.01 07 00 00 Growth and Development 

- 'Hie study and developmment of understanding 
concerning tue physical, mental, emotional, and social 
• changes, which occur in human development from 
conception through adulthood. Included are such areas 
as t?ody structure and functidn, heredity, environ- 
mental influences, antf, differences and likenesses 
among people. > 



08.01 08 00 00 Harmful Substances 

The study of the effects of the misuse of 
alcohol and the use of tobacco, naicotics, dangerous 
drugs, volatile chemicals, tranquilizers, and similar 
products on individuals, families^ and communities. 
Also included and 'emphasized is information on 
poisons, poisonous plants, and poison control centers 

08.01 09 00 00 Health Careers 

The explorati&n and study of professional, 
semiprofesslonaU , technical, and allied occupational 
opportunities which contrifiute directly to the health 
and^ well being ol^ people. Areas emphasized for 
exploration include medicine, dentistry, nursing, dental 
hygiene, research technology, laboratory technologies, 
dretetics/nurses* aides, and supporting services. 

i.' , 
08.01 10 00 00 Health Maintenance and Care 

• Organized learning e <periences directed toward ' 
helping the individual to assume responsibility for 
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attaining optimum personal heWh througji giving, 
attention to such facttff^as the development an'd , 
r maintenance of personal fitness (physical fitness); a 
balance in exercise, work, sleep and rest, relaxation and 
recreation; and body care and grooming. 

08.01 10 01 00 Fopds and Nutrition 

(For definition seep9.0l 07 00 00 Foods 
and Nutrition under HOME ECONOMICS.) 

* * <^ ■ ' 

08.01 10 02 00 Dental Health 

Learning experiences designed tp^develop 
knowledge and understanding concerning the growth 
and structure of the teeth, causes and prevention, of 
fc tooth decay and other dental diseases, and*soui^d 
practices in the care of ihp teeth and gums (mouth). ■ 

08.01. 10 03 00 Physical Fitness; exercise, work, ' 
sleep, rest, relaxation, and recreation 
Learning experiences designed to help pupils 
develop understanding and desirable attitudes regarding ^ 
the relationship between vigorous exercise and health • 
and the need for balance an\ong exercise, rest, sleep, 
relaxation, work, and recreation.- 

08.01 *10 04 Q0 Personal Grooming and Body Care 
Learning experiences designed to develop in 
the pupil good practices in grooming, dress, cleanliness 
and body care, e.g., face, ears, and eyes. 

% ' v " " r 

- 08.01 10 05 00 Mental Health ' ] 

i * Experiences and conditions directed toward * 
helping* the pupil develop the ability, to adapt to his 
environment, to perceive reality 'accurately, to manage 
stress healthfully, to stand on his own two feet, and to 
learn and to develop a feeling of well-being. * 

08.0! 10 99 00 Other Health Maintenance and Care 
include here other organized subject matter 
and experiences emphasized in health-maintenance and 
care which are not listed above. (Specify.) 

08.01 II 00 00 International Health 

An organization of subject matter concerned 
with the cooperation between two or more nations for 
(I) the prevention and control of disease, and (2) the 
improvement of personal and community health -both 
aimed toward accelerating social and* economic de- 
0 velopment. * 

08.01 99 00 00 Other Health 
* Include here othe r organized subject matter and 



... .* . . <\ 

experiences emphasized in health *educatioi\ which' are' 
not listed or classifiable above. (Specify.) 

08.02 Q0 00 00' SAFETY IN DAILY LIVING 

Subject matter and learning experiences concerned* ( 
with developing in individuals (I) an awareness and 
understanding of hazards 'of every day living, tfnd (2) 
the knowledge, habits, attitudes, and skills Which will 
enable them to function .at optimum level in tjfe # 
presence of hazards. 

08.02 01 00 00 Explosives . 
, * (For definition see 21 .02*02 00 00 Explbsives 
under SAFETY^AND DRIVER EDUCATION.) ^ 

s* 

08.02 G2 00 00 Firearms 

The study, of the proper use of firearms, 
including knowledge of the gun and its working 
mechanism, its use in hunting,. trap and skeet shooting, 
marksmanship/and legal requirements related to fire- 4 ^ 
*arms. J> ^ 

•A -V- • < 

08.02* '03 00 00 Fire Safety 

. ' Tlie study of fire safety emphasizing subject - 
•matter and learning experiences designed to develop 
desirable attitudes regarding fire prevention and fire 
waste, and help pnpils -understand the hazards and 
benefits of fire, including causes and preventive meas- 
ures. Consideration is given to various common hazards 
such as smoking, matches, electricity, heating units, ^ 
, explosive materials, rubbish, outdoor fires, lightning, 
' construction defects, and procedures to be fojlowed in 
case of fire, e.g., escape plans and OgJiting fires. 

08.02 04 00 00 Holiday arid Vacation Safety 

A familiarization with and study of hazardsfas 
they apply to Halloween, including costumes, tricks 
and treating, and traffic, safety; Christmas, including 
hazards of shopping, ' decorating; preparing a safe 
Christmas tree, and electrical equipment. Other holi- 
days often giyen attention aic Memorial Day (parades, 
traffic); Fourth of July (fireworks ^and explosives)- * 
Labor Day, Veteran's Day, New Year's Day (drinking 
and driving); Easter; Yom Kippur (use of candelabra in ' 
fire-safe place); Thanksgiving; and Arbor iDay (proper 
and safe use of garden tools). 

A study of vacation safety .is emphasized, 
including constant changing of the environment neces- 
sitating more self-responsibility due to less supervision 
than at other times. Frequently considered are play- 
grounds, parks and camping areas, public places (stores/ 
churches, libraries, theatres), public transportation, ex-, 
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.08 HEALTH AND SAFETY IN DAILY 
cJlIVING, 'PHYSICAL EQUCATION » 
AND RECREATION- (Continued). 

cursions, general recreational areas (picnicking, hiking), 
fishing,' bathing and swimming, eanoeirtg, sunburn and 
exposure, and traffic safety. 

08.02 05 00 00 Personal Responsibility in Unsuper-* 
vised Activities ' 
Learning experiences designed to develop "in ' 
pupils self-responsibslity^ and responsibility for others 
as they participate in "unsupervised activities. Con- 
sideration is usually given to the following areas: (1) 
safe play sites, (2) sportsmanlike conduct, (3) respect 
for property, (4) places to avoid, (5) strangers, and (6) 
what to do in case ofr an accident, (Included as 
2 i. 02^ 04 00 00 Personal Responsibility in zUnsuper- 
vised Activities under SAFETY AND DRIVER EDU- 
CATION.) 

08.02 06 00 00 Safety in the Home 
* Learning experiences and activities designed to 
"Jielp pupils understand the hazards in and around the 
home including falls, burns, gas poisoning, poisons, 
mechanical suffocation, firearms, home workshops, 
garden tools, and power mowers; electrical fixtures and 
appliances; treatment of cuts, scratches, and, bruises; 
aninjalsr and engaging a baby sitter. (Included as 
2h02 05 00 00 Safety in the Home under SAFETY 
AND DRIVER EDUCATION.) 
» •> 

08.02 07 00*00 Safety in Physical Edijcation and 

Recreation x 
- Learning experiences and activities designed to 
^develop in pupils an understanding of the hazards in 
physical educatior (including sports) and recreational 
activities; acceptance of responsibility for their own 
safety and that of fellow participants; and essential 
knowledge, skills, habits, and attitudes for safe partici- 
pation. The«e learning experiences are emphasized as 
an integral part of instruction in physical educatio\ 
■ and recreation. t . \ 

Oti'm 08 00 "00 School Safety * 

j A stfidy of safety in and around the school -on 
pfaygrouikls, and in hails and stairs, classrooms, and 
washrooms. Also emphasized in instruction are the 
responsibilities of the administration, teachers, pupils, 
custodians, and parents. (Included a* 21.02 06 00 00 
School Safety under SAFETY AND DRIVER EDU- * 
CATION.) 



• \ . - 

0£02 09 00 00 Traffic Safeiy v 
*v (For identification see 21.02*07 00 00 Traffic .' 
Safety under SAFETY AND DRIVER EDUCATION.) 

08.02 09 01 00 Bicycle, Motor Bike, other ' 

(For definition see 21.02 07 01 00 BU ' 
cycle, Motor Bike, other untier SAFETY AND - 
DRIVER EDUCATION.) • 1 

08.02 09 02 00, Passenger ^> 

(Fpr definition see 21.02 07 02 00 Pas- 
stnger under SAFETY AND DRIVER EDUCATION.) 

08.02 09 03 '00 Pedestrian . . 

(For definition see 2U02 07 03 00 Pedes- 
trian under SAFETY AND DRIVER EDUCATION.) 

* « *» 

08.02 09 04 00* Student Patrol * 

(For definition see 21.02 07 04 00 
Student Patrol under SAFETY AND DRIVER EDU- 
CATION.) 

1 08.02 09 99 00 Other Traffic Safety { 

Include here other organized subject matter 
and experiences emphasized in traffic safety which are 
not listed ^bove or m the category 21.02 07 00 00 
Traffic Safety under SAFETY AND DJUVER EDU- 
CATION. (Specify.) 

. 0$02 10^00 00 Vocational and Occupations Safety ' 
Learning experiences concerned with unsafe 
woiking areas and conditions and unsafe personal con- 
duct, including causes aid effects. Safety practices are 
emphasized as related to a wide range of situations,e.g., . 

a the handling and stormg-of a variet/of objects, machine 
operations, use of tools, the environment, fire preven- i 
Hon and protection, on-the-job instruction, accidertt re- 
porting, rules and off>the-job accidents. (Included as 
21.02 08 00 00 Vocational and Occupational Safety 
under SAFETY AND DRIVER EDUCATION.) 

08.02 J 1 00 00 Water Safety 

Learning experiences and activities designed to., 
provide instructibn emphasizing, safety in swimming, 
diving, water sports, skin and^cuba diving, handling of 
small crafts, skiing/surfacing, health precautions, and 
rescue skills. 

08.02 9.9 00 00 Other Safety in Daily Living 

Include ljere other organized subject matter 
and experiences emphasized in safety in daily living 
which are not listed ibove. (Specify.) 
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08.03 '00 ,00 '00 PHYSICAL EDUCATION 

* Organized sequential, and systematic application of 
the conpepts and principles of the art and science of 
human,* movement through the teaching-learning 
medium of physical activities. *The types o£ planned 
movement experiences are organized under ^various 
descriptive titles such as Adapted Physical Ecf^cation; 
Aquatics v i Body Dynamics; Dance, Rhythms, and Dja- 
matic Activities; Group^Games, Contests, and Relays; 
Individual and Dual Sports,, Outdoor' Recreational 
Activities; Stunts, Tumbling, , and Gymnastics; and 
Team, Sports. With movement as its central focus, 
physical education is directed primarily to: 

a. The pupil's ability and capability Jo move; 

b. The ifte he makes of his movement ability for • 
essential purposes su£h as survival healtfi maintenance 
and improvement, fitness, education for leisure, com- - 
munication, and ex^re'ssion; a.nd 

* * c. The relationship 6f his movement to.his physical 
aad social environment and to other aspects of his total 
growth and development. 

In the area of physical education several classified 
' items are mi defined, because of theit- obvious and. 
well-understood meaning, e.g., Baseball, Basketball, - 
Football, Watci 1 Games, and Folk Dap-c 

i 

08.03 01 00 00 Adapted Physical Education 

Planned, diversified, .and highly personalized 
physical activities suited to the/special needs, of pupils 
having atypical physical, mental, and/or behavioral 
conditions of temporary or enljiuingji^Uire, and who 
may not safely or successfully participate unrestricted- 
ly iri the vigorous.activities o( the regular instructional 
program of physfcal-edtication. Instruction provides for 
corrective and remedial physical education and ree- 
, reatjpnal adaptations as needed. - x 

08.03 02 00 00 Aquatics . : 

Organized activities, in or on the water, de- 
signed to provide opportunities for pupils to expeii- 
ence activities 'such as swimming, diving, lifesatfng, 
synchronized swimming, water gamea, handling sfnally 
crafts, skin and scuba divjlng, watering, and surfing. 
(The following items are nottfefintfd 7 because of their 

* being commonly understood.) 

08.03 02 01 00 giving 
08.03 02 02 00 Lifesaving 
J £8.03 j02 03 00 Skin a\id "Scuba Diving 



08.03 02 05 00 Su/Rrfg ■ 
08.03 02 06 00 Swimming 
08.03 02 06 00 Synchronized Swimming 



08.03 02 08 00 Water Gamfe 

/ 

08.03 02 09 00 Water Skiing^ 



08.03 1)2 04 4 00 Small Crafts 



08.03 0J2 99 00 "Qther Aquatics > 

* Include hWe other organized subject matter 
and experiences emphasized in aquatics which are not 
listed above. (Specify.) 

08.03 03LD0-00 Body Dynamics 

Planned physical activities based .primarily on 
the pupil's special need* 'and desires for self-discovery, 
self-evaluation, self-direction, and self-management in 
maintaining, motivating, and impro"ing his general^ 
level of total fitness and achievement* of better per-* 
formance in special tasks and in, daily living.. These 
activities include Conditioning Exercises, Fundamental 
Movements, Individual Self-testing fyents, and Posture _ 
Education. " 1 , • 

08.03 03 01 00 Conditioning Eiercises « 

Activities involving invented, nonplayful, 
systematic movements-individually or teacher-di« 
rected-designed specifically \o strengthen muscle 
groups, prepare the body for more strenuqus effort, or 
improve efficiency of performance -and appearance. 
Specific kinds of movement experiences include calis- 
thenics or free exercises, weight training, and exercises 
with specialized equipment or'apparatus. 

08.03/03 02,00 Fundamental Movements 

Planned experiences involving a series of 
basic, natural movements, common to all physical 
activities such as creeping, crawling, walking, running, 
hopping, skipping, leaping, jumping,* throwing, and 
climbing. 

08.03 03 03 00 Individual Self-testing Events 

Physical activities concerned with meas- 
urable and scorable events, based on the pupil's 
desire to test his own physical abilities in the elements 
or specific skills >of sports and games, e.g., the 
football throw and kick for distance £fid accuracy, the 
baseball throw for strikes and distance, baskets per 
minute with the basketball, and the volleyball serve for 
accuracy. 
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08 HEALTH AND SAFETY IN DAILY 
LIVING, PHYSICAL EDUCATION 
AND RECREATION^Continfted) 

0§.O3 03 04 00 Posture Education 7 s ' 

* The stuciy of the mechanips of the body and 
the most efficient and esthetic patterns of body 
alignment and' performance* in a variety* of daily 
activities,' including the relationship of balance, 
strength, flexibiIity,SgUity, and proper clothing and 
environmehtal factors to efficient postures in physical 
activity, work, rest, and relaxation. 

08.03 03 99 00 Other Body Dynamics 

Iriftude here other.organjzed subject matter 
and experiences emphasized in bod> dynamics not 
ifsted above. (Specify.) 

" 08.03-04 00 00 Dance, Rhythms) and Dramatic Ac- 
tivities 

Activities which are imitative or creative expres- 
sions of movement designed to communicate ideas and 
feelings. A wide variety of rhytfimic, space, and 
movement patterns are inv&Ived, including. 

08.03 04 01 00 Dance (Physical Education) 

Organized activity performed b> pupils, 
alone or with others, in patterns of sequential move- 
ments in rhythm, usually accompanied b> music. 
Various types of dance* are organized under such 

• descriptive titles as folk, square, modern, and social. 

08.03 04 01 01 Folk Dance 

08.03 04 01 02 Modem Dance K m 

' 08.03 04 p\ 03 Social Dance 

08.03 04 01 04 Square Dance 

08.03 04 02 00 Rhythms 

Organized activities, usually comprised of 
sinking games and the performance of the fundamental 
movements in a varietyW tempos and space patterns, 
with musical accompaniment. 

08.03 04 03 00 Dramatic Activities 

Activities 'designed to be imitative -or *> 
creative in nature with or without the us? of music. 
Activities include folk festivals, free play, mimetics, 
pageantry, and story pfays. 



08.03 04 03 01 Folk Festival 



08.03 04 03 02 Free Play 

08.03 04 03" 03 Mimetics 

' 08.03 04 03 04 Pageantry 

08.03 04 03 05 Story Play 

08.03 04 03 99 Other Dramatic Activities 

Include here other organized subject 
matter*and experiences eniphas.zed in dramatics \vhich 
are not listed above. (Specify.) ' 

^8.03 05 00 00 Group Games Contests, and Relays 
Planned developmental activities which provide 
opportunities for physical interactions among pupils in 
either cooperative or competitive situations. The activi- 
ties are developed on a progressive and sequential basis 
from the very simple to the complex, and include 
duck-in-the-pond, dodge ball, partner tag, chicken 
fight, Indian wrestling, tug-o-war, and various types of, 
relays/ 

08.03 06 00 00 Individual and Dual Sports 

Planned physical activities, with high carry-over 
possibilities for lifetime use, generally involving partici- 
pation by one or two pupils competing against one or 
two pupils in the same activity according to pre- 
determined rules. Such activities include the following, 
v hich are not defined here because of their obvious 
and well-understood meanings. 

08.03 06 01 00 Archery 

08.03 06 02 00 Badminton 

08.03 06 03 00 Bowling 

08.03 06 04 00 Fencing 

08.03 06 05 00 Golf 

08T.03 06 06 00 Handball 

08.03 06 07 00 Tennis 

08.03 06 08 00 Track and Field 

08.03 06 09 00 .Wrestling 

08.03 06 99 00 Other Individual and Dual Sports 

Include here other organized subject matter 
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and expenenees emphasized in' individual and dual 
sports which are not listed above. (Specify.) 

08.03 07 00 00 Outdoor Recreational Activities 

Planned learning experiences which are usually 
organized as noncompetitive, voluntary, out-of-door 
diversions conducted in a natural setting, often away 
from the school environment. Among such activities' 
are the following, which are not defined here because 
of their obvious and well-underbtood meanings. 

08.03 07 01 00 Camping 

08.03 07 02 00 Cycling 

08.03 0 7 03 00 Fisiing 

08.03 0 7 04 00 Hunting 

08.03 07 04 01 Bow Hunting 
♦ 

08.03 07 04 02 Rifl^Huntin^ 
08.03 07 04 03 Shotgun Hunting 
08.03 0 7 04 99 Other Hunting (Specif} ,) 
08.03 07 05 00 Ice Skating 



08.03 07 06 00 Orienteering 

Planned activities using a map for guidance 
and a compass for direction by means of whuh persons 
navigate cross-country from one point U* another. 
Emphasis is on computing and adapting knowledge 
from an ordnance survey map to determine the 
shortest way between two points but choosing ttofc^ 
quickest way around high cliffs and water regions. 

08.03 07 07 00 Riding 

08.03 07 08 00 Skm and Scuba Diving 

08.03 07 09 00 Small Gafts 

08.03 07 09 01 Boating > 

08.03 07 09 02 Canoeing 

08.03 07 09 03 Rowing 

08.03 07 09 04 Sailing 



08*03 07 09 99 Other Small Crafts s 

Include here other organized subject 
matter and experiences emphasized in small crafts 
which are not listed above. (Specify.) 

08.03 07 10 00 Snowskiing 

08.03 07 10 01 Crosscountry Skiing 

08,03 07 10 02 Downhill Skiing 

08.03 07 10 03 Jump Skiing 

08.03 07 1 1 00 Surfing 

08.03 07 12 00 Watertkiing 

08.03 07 99 00 Other Outdoor Recreational Activi-, 
ties 

Include here other organized subject matter 
and experiences emphasized in outdoor recreational 
activities which are not listed above. (Specify.) 

08.03 08 00 00 Stunts, Tumbling, and Gymnastics 

A series of activities- designed to provide the 
pupil an opportunity to perform formal movements m < 
various combinations, and to create new movements 
while participating in activities such as balancing, 
building pyramids, performing novel antics and actions 
as an individual, with a partner, or in a group. Such 
activities involve vaulting over various apparatus and 
exercising on mats, parallel bars, a horizontal bar, rings, 
ropes, the side horse, or trampoline. Among the activi- 
ties are the following, which are not defined here because 
of their obvious and well-understood meanings. 



^08 03 08 01 00 m Balance Jeam 
08.03 08 02 00 Building Pyramids 
08.03 08 03 00 Parallel Bars 
08.03 08 04 00 Horizontal Bars 
08.03 08 05 00 Rings 
08.03 08 06 00 Ropes 
08.03 08 07 00 Side Horse 
08.03 08 08 00 Trampoline 
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08 HEALTH- AhiD SAFETY IN DAILY '.' 
LIVING, PHYSICAL EDUCATION 
t AND RECREATION -(Continued) ' 

08.03.D8-9O 00 Otl^r -Stunts, Tumbling, and 

* Gymnastics , . ' 

^ t Include here other organized subject "matter 
and experience* emphasized in stuiks, tumbling, and 
' gymnastics which arc not listed above. (Specify.) 

08.03 09 00 00 Team Sports - • ' 

Planned ph$ical activities mvolving relatively , 
complex rules aod strategy in which success is partially 
determined by the* degree of group cooperation *in 
competing successfully against comparable opponents 
in the same activity according (o predetermined rules. 
Such learning experienced and activities include the 
following which are not defined here because of their 
obvious and will-understood meanings?" 

08.03 09 01 00 Basebal! 

Q8.03 00 02 00 -Basketball 

08.03 09 03 €0 Crosscountry/ 

♦ * 

08.03 09 04 00 Curling ' ■ ' 

08.03 09 05 00 Held Hockev ' , « 

08.03 09 06 00 Football . ' ' * 

08.03^09 07 00 Jce Hockey 

08.03 09 08 00' Lacrosse 

08.03 09 09 00 Soccer 

_ 08.03 09 10 00 Softball 

08.03 09 1 1 00 Specd-a-way 

08.03 09 12 00, Speedball j> 

08.03 09 00 Volleyball 

08.03 09 14 00 Water Polo 

08.03 09 99 00 Other Team Sports 

Include here other organized subject matter 
and experiences emphas/ied in team sports which are 
not listed above. (Specify.) 



, 08.03 99 00 00 Qthejr Physical Education » 

Include Jiere other ojgaruzed-subject matter and 
experienced emphasized, in physical- educatipn which 
are not tlassifiable or listed above. (Specify.) 

OS.04 00 00 00 RECREATION 9 * - • ■ " 
Subject matter and experiences organued as ait 
integral pait of both the phnned instructional program 
and tlie cocurncular and recreational program. When 
these activities are taught in areas such as science, / 
music, physical education, EnghslKlfioguage arts, or 
mathematics, they are part of the instructional pro- 
gram. When they are voluntary, school sponsored and 
supervised, and generally not for credit, they become 
part of the cocurncular arrd recreational activities 
'program. The following recreational and cocurncular 
activities are frequently emphasized. (Outdoor Recrea- 
tion. Performing Arts, Drama, Music, Physical Recrea- 
tion, and Voluntary Service are not defined because of 
their obviou^and well-understood meanings.) 

, 08.04,01 00 00 Arts and Crafts 

instruction designed to provide pupils with* 
opportunities for creative expression and communica- 
tion in winch one's hands are used to translate culture 
and personaiijy into objects of reality for personal 
satisfaction, and to develop an appreciation for well-' 1 
designed objects, e.g., sculpturing, weaving, policy- 
making, whaling, metarworking,leathercraft,aiHi clay 
modeling. * 9 m 

08.04 02 00 00 'Communicative Arts r . 

Reading; writing, speaking, and language activi- 
ties which offer both personal enjoyment and creative • 
experiences, e.g., tlie Great Books Program, reading4oT 
others, personal improvement reading, business and 
letter writing", creative and technical writing, poetry, . 
public speaking, foreign language clubs, and discussion 
groups. 

* 

08.04 03 00 00 Hobbies 

Recreation activities which are happily pursued 
'with great interest over a* sustained period of time. . 
Although Basically an individual pursuit, they can and 
often do lead to group and club participation. Hobbies 
are as varied as the field of human interest and 
experience bid: usually can be encompassed under four 
categories: collecting (coins, stamps, insects, auto- 
graphs); creating (writing, home mechanics, gardening, 
painting, designing, photography), educationaljastron- 
omy, ornithology, mineralogy^ horticulture); and per-i 
forming (soorts, music, hiking). 
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0B.O4 04 00 DO Outdoor Recreation 

08.04 05 00 00 Performing Arts 

08.04 05 01 00 Dance 

A form of expression through mover* .nt in 
response to rhyjhm. Tlirough a variety of forms it is 
planned to provide pleasure a,nd satisfacUon as a social 
and creative* activity, e.g., folk, square, social, modern, 
mixers, creative rhythmsjtaft, clog, and "ballet. It may 
\ conducted on an individual or group ba^s. % 

08.04.05 02 00 Drama 

08.04 05 03 00 Music 0 > 

08.04 05 99 00 Other Performing Arts 

Include here other organised subject matter 
and exoeriences emphasised in performing ai& which 
jire noi nsted above. (Specify.) 

08.04 00 00 00 Physical Recreation 

08,04 07 00 00 Voluntary Service , 

08.04 99 00 00 Other Recreation 

Include here otfier organized subject matter and 
experiences emphasized.jiLJ££reauon which are not 
listed above. (Specify.) * 

, * 

HOME ECONOMICS 
09.00 00 00 00 

Home economics comprises the grojp of related 
^jCQurses or units ot instruction organized for purposes 
W enabling pupils to acquire knowledge and develup 
iunderstandmg, attitudes, and skills relevant to (a) 
personal, home, and family life, and Qy) occupational 
preparation using the knowledge and skills of home 
economics. The subject matter of home economics 
includes, in addition to that which is unique to the 
area, concepts drawn from the natural and social 
Sciences and the humanities. 

The Ad Ho„ committee for Home Economics applied 
the following rationale to the selection of the items f >r 
placement in the Home Economics area: (1) the items 
were determined by consensus of the committee to be 
appropriate to home economics in terms of preparation 
for personal, home, and family living, and for occupa- 
tional preparation; (2) the items could be defined in 
brief form using only salient descriptive elements, and 



(3) the various items classified under Hoitic Economics 
were identifiable by titles which were considered tab? 
in current us£~m home economics. * 

Opportunities to develop leadership, social and civic 
awareness, and increased understanding^ the world of 
work in home economic* are provided tlirough. the 
< Future Homenukcrs of Ameoca, a youth organization 
for home ^economics pupils. As an integral part of the 
instructional progra'm, pupils in this organization cn 
/ gage in ac. wties that extend their interests, skills. and 
knowledge in many aspects of home economics Such 
organized aatiVitie^ under appropriate supervision, are 
r^crred to as* cocumcular activities^A variety oC 
'activities is identiiied under 20.00 00 00 00 Cocur- 
riciilar Activities in chapter 5 beginning on page 14d; 
they are discussed more fully in thisuchapter beg»mnm^ 
on page 242. The Future Homemakers of America are 
identified for reporting purposes and further described 
under Cocurricular Activities as Itenf 20.01 1 2 * 00 00 
Many items of information in chapter 3 and A are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the item's classified to t!ie X 07, 00. Series-Evaluation 
and Curriculum Improvement on pages 71 -7§,and th> 
items classifted"in the X 32 OO.jScries-School Serv- 
ices Supporting Instruction on pages 90-96. jraphic 
illustrations of these felationships are shown in table 7 » 
on pag& 1 1 , and in figure 2 on pag<* 13, 
> The following descriptive headings identify the 
various aspects oGhcme economics. 

09.01 00 00 00 HOMEMAklNG: PREPARATION* 
FOR PERSONAL, HOME, AND 
FAMILY LIVING . ' 
The, courses or units of instruction in home eco- 
nomics which emphasize acquisition of knowledge and 
the development of understanding, attitudes, and skills 
relevant to personal, home, and family life in the areas 
described below. " * 

09.01 0J 00 00 Comprehensive Homemaking or 
Home Economics * 
Instruction whiclf derives content from a coinbi 4 
nation 'of the various areas of homen^aking (as described 
by the items listed below) ar*d emphasizes basic prin- 
ciples and interrelationships among these «.*eas. 

09.01 02 00 00 Chad Development 

The study of children -their physical, mental, 
emotional, and social growth and development -and 
their care and gujdance. in practice, content draws on 
aspects of the social and biologicaf sciences. 



HQ HOMfc ECONOMICS (Continued) 

<»<H 00 00 Clothing and Textiles 

V\- %?uj> of dothmA and textiles, including the 
'MsniMwjnjj .»f these to the individual and family, * id 
fh* •u'urc. acquisition* and* uses of textiles and 
clothing products. Planned expene.ves in the selection, 
* construction, maintenance, and altuatioti of clothing 
and other textile products are *jsuall> provided. 

00 1 u 04 00 00 Consumer Eduction * \ 

(For definition <ee l5.(/5 00. 00 00 Consumer 
F heart m under " SOCIAL s£uNCES$50CIAL 
STi T DII S.) hnphasis in home .economics vvjll be on 
^ consumer education as it relates to management of a 
. home -and to the welfare of family members. 

^INOI 05 00 00 Family Health 

The Mndv of related aspects of health in famil> 
living with NfCwial emphasis on nutrition, emotional 
health, ihe relationship of the health of an individual 
to Mhe well-being of the family, the prevention of 
^ illness, and the management and elementary skil]> 
involve J !n Vanng for &hc ill and convalescent in the 
honu. 

0<>0j 06 00' 00 Familv Relations 

The study of the. nature, functions, and signifi- 
cance "jjuimun relationships in the fauii!> • The .subject 
ijuMer mjude* ^»n^cpt> and principles related to 
various famil) living auditions. *he establishment and 
maintenance of relationships, and ;he preparation lor 1 
mature and Unul) hfc These designated AspevU vf 
farm!} relationships empfu^/c the universality .if 
fashes, the uny'i cso »f -nJ.vsJujKjnJ fashes, the 
development and ^socialization uf # thc individual, and 
meeting the vanet) of reeds ani* interests of fumilj 
members. * / * 

0^.01 07 00 00 Foods and Nutriiion 

Tlie study of food and Us role in personal and 
famih living, mduding the basic, principles of health, 
food* management, and economic*. L, practice, empha- 
sis is frcquenth placed on meal management as.a 
means of ur .demanding the significance and nature ,>f 
food, its care, and if', preparation for individuals and 
families 

00.01 O.S 00 00 Home Management « 

^ The study ot the complexities and processes 
involved in formulating ^zoals, making decisions, and ' 
eftectivelv using and controlling human and other 



resources foi establishing and ma mi taming a home and 
family. The subject matter; provides for a variety of 
hoitie management considerations, such as the societal 
,and economic influences op* individual and family 
management, value*, goals and standards, family eco- 
nomics, and the organization of activities in th? home. 

09.01 09 00 00 Housing and Home Furnishing? 
Hie study designed to develop judgment needed 

for creating a favorable environment for family living. 
Attention is given to a complex of housing and home 
furnishing considerations including tire influence of 
huusing on people, types and costs of housing, interior 
-design, theVare, maintenance, and improvement of 
home* and furnishings, and the relation of resources to 
family nee'd^. 

W.tfl 99 -00 00 Other Hottemaking 
\ Include here other organised subject matter 
eQtpliasued in horn em a king winch is not listed above. 
(Specify.) 

09.02 00 00 00 OCCUPATIONAL PREPARATION 

The -courses or units of instruction emphasizing the 
acquisition of competencies needed for getting and 
holding a Job and/or preying for advancement in an 
occupational area using hofne economics knowledge 
and skills. Instructional content is selected from home 
economics subject areas to meet the unique require- 
ments in specific occupations and is coordinated with 
<ip /ropriute fiefd, laboratory, and work experience. 
Occupations* include those which provide (1) services 
to families in the home and similar services to others in 
poup situations, (2) assistance to .professional home 
economists and piofessioriuls in fields related to home 
e^unomics in industries, agencies and organizations; 
and (3) other Services and/oi assistance directly related 
to .one or more home economics subject-matter areas. 
(Included as 16.05 00 00 00 Home Economics-re- 
fated Technology under TECHNICAL EDUCATION.) 

* 1 

09.02 01 00 00 Care and Guidance of Children 

Preparation for various kinds of employment 
related lo child care centers and young children, e.-g., 
assisting directors of child day-care centers or nursery, 
schools, assisting with activities on playgrounds and in * 
recreation centers, and caring for children in homes 
and in such public places as stores, playgrounds, 
recreation centers, and transportation terminals. (In- 
cluded as 16.05 01 00 00 Oiild Care Center^ 
Assistant, 16.05 02 00 00 Hospital* Onldren's Dh 
vision Assistant, and 16.05 03 00 00 Teachers 
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Assistant' at the Prepmmrv Leyri under TECHNICAL 
EDUCATION.) ' 

09.02 02 00 00 Gothing Management, Production, 
and Services 
Preparation for employment concerned with 
clothir^pand textiles, e.g., fitting and altering ready- 
made garments, custom tailoring and dressmaking, 
laundry-drycleaning work, demonstration work, and 
technical work in business and industry. (See also 
17.33 00 00 00 Textile Production and Fabrication 
under TRADE AND INDUSTRIAL OCCUPATIONS.) 

09.02-03 00 00 Food Management, Production, and 
K Services ' 
Preparation for various kinds of employment 
related to institutional and commercial food services. 
Employment may include workers and supervisors in 
{hospitals, child day-care centers, homes for the elderly, 
* and school lunch programs, and demonstrators and 
^technicians m^fopd industries. (Included *as 
16.05 0* 00 00 Food Service Supervisor under 
TECHNICAL EDUCATION.) (See also 
04.07 00 00 00 Food Services under DISTRIBU- 
TIVE EDUCATION, and i7.29 00 00 00 Quantity 
Food Occupations under TRADE AND INDUSTRIAL 
OCCUPATIONS.? v * 

09:02 04 00 00 Home Furnishings, Equipment, and 
Services 

Preparation for various kinds of. employment 
related to 1 honw furnishings and/or equipment. It 
includes assisting "purchasers in the selection of suitable 
home furnishings and/or equipment, assisting interior 
decorators, and custom-making of curtains, draperies, 
slip covers, and similar items. (Included as 
16.05 05 00 00 Interior Decorator Assistant and 
16.05 06 00 00 Home Equipment Demonstrator 
under TECHNICAL EDUCATION) (%e also 
04.10 00 00 00 Home Furnishings under DISTRIBU- 
TIVE EDUCATION.)" 

09.02 05 00 00 Institutional and Home Management 
and Supporting Services 
Preparation for various kinds of employment 
related to institutional and home management services. 
These include hornemakcr-home health aides, assistants 
to homemakers, management aides in public housing, 
institutional housekeeping, executive housekeeping, 
and hotel and motel housekeeping. 

09.02 99 00 00 Other Occupational Preparation 



Include here other aspects of occupational 
preparation not included above. (Specify.) 

INDUSTRIAL ARTS 
10.00 00 00 00 

Industrial Arts is the body of related subject mattei, 
or related courses, organized for the development oi 
.understanding about the technical, coiiStuiier, occupa- 
tional, recreational, organizational, managerial, social, 
historical, and cultural aspects of industry and tech- 
nology. Learning experiences involve activities such as 
experimenting, designing, constructing, evaluating, and 
using tools, machines, materials, and processes which ^ 
prpvide opportunities for creativity and problem 
solving. 

'Hie Ad Hoc Committee for Industrial Arts applied 
the following rationale to the selection of the item: for 
placement in the Industrial Arts subject-matter area* 
(1) the items were determined by consensus of the 
commit tee # to be appropriate to the area; (2) the items * 
could be defined in brief form using only salient 
descriptive elements, and (3) the various items •'las- 

i sified were identifiable b> titles which ^considered 
to be most commonly used in current practice in 
industrial arts. 

Opportunities to develop leadership, social and cvic 
awaieness, and increased understanding of indt'stiy an*l- 
technology are provided through a student organiza- 
tion such as t the Industrial Arts Student Club. As an 
integral part of the instructional program, students 
engaged in activities that extend their interests, skills, 
and knowledge in selected aspects of industrial arts 
Such organized activities, under appropriate super- 
vision, are referred to as cocurricular activities. A 

. Variety ^ of activities is identified under 

20.00 00 00 00 Cocunicular Activities in chapter 5 
beginning on page 146, they are dircussed more fully in 
this chapter beginning or, page 242. The Industrial Arts 
Student Club is identified for reporting purposes and 
further described under Cocurricular Activities as item 

20.01 15 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples se<» 
the items classified in the X 07 00. Series Evaluation 
and Curriculum Improvement on pages 71 -78, and the 
.items classified In the X 32 00. Series-School Serv- 
ices Supporting Instruction on. pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 



" : * 10. - INDUSTRIAL ART?-(Coritinued) . 

,/Jncluded in this, subject-matter area are the items l I 
information wliich identify varioils aspect* of in Just/idl 
* "arts. 

;> x 10.01 ooj>o (ht'construction t * 1 

The study of the technology and *the socib-eco* 
nomit contributions of those ind^sjries concerned with 
* . residential ^idustrial, and transportation structures. 
LearJljng activities? wKich are usually centered around 
scaled structures, involve research, design, engineering, 
v masonry, carpentry, elect^icityuaud plumbing. 

• * * 

10.02 00 00 00 CRAFTS (INDUSTRIAL) *- \ 
^ A category of information and skinkconcerned with 
m handcrafts and the craft ift^ustry, including rhe Tools, 
. , materials, processes, products, and occupations of the 
industry. Subject matter and learning, experiences are 
organized under variqus^descriptive titles such a$ Art 
Nfetals, Ceramics, Crafts (Industrial), Industrial Crafts, 
Leather, Textiles, ahd other crafts (industrial). 
* * ' 
', 10.02 01 ()0 00. tfrt Metals" C 

♦ The study of metals which are used in the 
B • % manufacture or fabrication of ornamental products* 

^ Learning experiences generally include experimenting, 

designing, constructing, and evaluating Art meta! prod- 

* ucts. ^ . 
* * m * 

I0J02 02 do' 00 Ceramics 

■ The stujiy of the tools, materials, and industrial 
processes involved in the manufacture ,of product's 
. 9 made from non-metallic resources such as rocks, clay, 
,glass % and sand, and the' varipus types and uses of 
ceramic products Learning experiences "genially* in- 
clude experimenting, designing, constructing, and 
evaluating ceramic product^. r 1 

10.02 03 00 00 Crafts andustrial) 

* The study of craft industries including the tools 
and processes used to produce craft products from a 
wide variety of materials such as ceramics. -leather, 
rocks/fibers, metals, and woods. Learning 6xppr/ences 
generally include experimenting, designing, con- 
structing, and evaluating,usefui products with emphasis 
qA industrial appligations. ^ 

\ 

i0A)2 04 00 00 Industrial.Crafts 

(See Crafts (industrial)) * 

10.O2 05 00 "00 Leather 
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Tlie study of leather and related materials* 
including the tools and- processes used to produce 
Jetther, products. Learning experiences generally in- 
clude experimenting, designing, constructing, and 
evaluating*product£. ' 

10.02- 06 00 00 Textiles 

The study of the tools, materials, and processes 
used in the textile industry including the source, 
preparation, and applications of fibers. Learning ex- 
"penences generally include* expenmenting, designing, 
Weaving, and evaluating products made of a variety of* 
fibers. , 

■ 1XX02.99 00 00-Othertrafts (Industrial)- 

Include here orher,organized subject matter and 
learning , situations emphasized an crafts which are not 
" listed above. (Specify.) A 

.10.03 00 00 00 DRAFTING 

A category of information and skills concerned with' 
conveying ideas or illustrations "graphically through 
drawings, charts, sketches, maps, and graphs, and the 
refated "factoxs such as the role of drafting in history 
and Industry. Subject matter and learning experiences 
&re organized under various descriptive titles such as 
Architectural Drafting, Descriptive Geometry, Draft- 
ing, Drafting Technology, Engineering Drawing, Indus- 
trial Design, Mechanical Drawing, Technical Illustra- 
tion,' and other drafting. (See also 17.13 00 00 00 
^Drafting Occupations under TRADE AND 'INDUS- 
TRIAL OCCUPATIONS.) 

10.0? 01 00 ^0 Architectural Drafting 

The study of the means of communicating, 
through lines and symbols, information about build- 
ings. Learning activities include the development of 
preliminary sketches, plans, elevations,, sections, and 
detail drawings, and the study of architectural design, 
'the history of structures, building ordinances, and 
building materials. 

/ 

10.03 02 00 00 Descriptive Geometry 

The "study of the representation of points, lines, 
and surfaces by accurate orthographic drawing and the 
graphical solution of problems according to form aod 
position in space. 

10.03 03 00J30 Drafting 

Hie study of the communication of ideas 
through drawings, sketches, charts, graphs, and maps. 
Learning experiences include the development of skills 

200- 



through . the use ot 'halting ifiMiuiucnts involved «i 
lettering, sketching, geometric construction, ortho- 
graphic and pictotiai drawing*, auxiliaries, sections, and 
working drawings. 

# 

10.03 04 00 00 Drafting Technology 

The stu\iv of graphic representation with special 
emphasis on technical requirements specifications, and 
standards. 

10.03 05 00 00 Engineering Drawing 

A stud> of the communication of ideas through 
lines, symbols, and drawings depicting the mechanical 
details associated with machine parts, including ma- 
chine design. Learning activities involve the use u! 
technical drawing instruments and techniques. 

10.03 06 00 00 Industrial Design 

The study ot industrial products with special 
consideration being given to (I J esthetics and the 
appropriate use of industrial mateiials and processes, 
and (2) their value to societv. Learning activities 
involve the deV&opment of skills and creative abilities 
in the use of media toi conveying ideas graphically 
(See also 02.02 03 02 U0 Inuthtrial Product Design 
under ART. ) 

10.03 07 00 00 Mechanical Drawing 

A study of the communication of ideas through 
lines, symbols, and drawings. Learning activities involve 
the use of technical drawing instruments to convev 
ideas graphically* e.g., orthographic projection, pic- 
torial views, and assemhk drawings. 

10.03 08 00 00 Technical Illustration 

The study of the techniques of presenting 
information graphicaliv , including schematics, sections, 
exploded views, and other techniques which illustrate 
jor clarify verbal or written description. 

r0.03 99 00 00 Other Drafting 

Include here other organized subject matter and 
learning situations emphasized in drafting which are 
not listed above. (Specify.) 

10.04 00 00 00 ELECTRICITY/ELECTRONICS 

A category of informal ion and skill concerned with 
electrical energy including theory, applications, and 
control as they relate to electncall> powered equip- 
ment, to various kinds of coininunications^quiprnent, 
and to related tactors such as occupations, economics, 
and consumer information. Subject matter and learning 




experiences are organized under various descriptive 
titles i>u\h as Electricity . Electricity/Electronics, Elec- 
tronics, and other electricity/electronics (See also 

17.14 00 00 00 Electrical Occupations, and 

17.15 00 00 00 Electronics - Occupations under 

Trade and industrial occupations.) 

10.04 01 00 00 Electricity 

The study of sources, and measurement, con- 
trol, and applications of electrical energy as used for 
heating, power, and illumination, as well as some 
elementary aspects of the use of electrical energy for 
communication as in devices such as the telegraph, 
telephone, and radio. Learning activities include 
demonstration of, experimenting with, designing, con- 
structing, and testing electrical devices. 

# 

10.04 02 00 00 Electrcity/Electronics 

The study of sources^ measurement, control, 
and applications of electrical energy in devices such as 
T those used in heating, power, and illumination, as well 
as those used in communications, e ; g.. the telegraph, 
telephone, radio, television, radar, and computers. 
Learning activities intfude demonstration of, experi- 
menting with, designing, constructing, and testing 
electrical devices. 

10.04 03 00 00 Electronics 

The study of the measurement, control, and 
applications of electrical energy in devices used for 
communication such as the telegraph, telephone, radio, 
television, radar, and computers. Learning activities 
include demonstration of, experimenting with, de- 
signing, constructing, and testing electrical devices. 

10.04 99 00 00 Other Electricity/Electronics 
Includejiere other organized subjecLmatter and 

learning situations primarily related to and emphasized 
in electrical energy which are not listed above. 
(Specify.) 

10.05 00 00 00 ELEMENTARY SCHOOL INDUS- 

TRIAL ARTS 
That phase of the elementary school curriculum 
.which provides the child with opportunities for ex- 
ploration, manipulation, experimentation, planning, 
and us.ng tools, materials, dnd techniques appropriate 
to converting materials to* serve useful purposes. 
Planned activities and experiences include (I) the 
construction of projects related to and reinforcing the 
elementary school subject matter, and (2) an intro- 
ductory study of industry. * 
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10 INDUSTRIAL ARTS (Continued) 

10.05 01 00 00 Industrial Arts in the Elemental} 
School (Grades or Years K4) 
Bask experiences in industrial art* used to 
rcinfoue the instructional program tor the, grades or 
years kindergarten through four. Activities include 
working with tools and materials and are designed to 
help pupils (1 ) improve communication skills by means 
of experience charts. (2) discover concepts of construe- 
tion of objects usi^g many materials, (3) appl> 
industrial arts experiences to varied aspects of subject 
matter. (4) discover and explore interests and talents, 
and (5) develop concepts of preplanning and organizing 
learning activities. m 

10.05 02 00 00 Intermediate Industrial Arts fro- 
• gram iQrades or Years 5 and 6) 
Subject matter and experiences in industrial arts 
wtiJi die planned to utilize maximally pupils* desnes 
iv formulate ideas and design and engage in construc- 
tional prujevt activities. Instruction emphasizes the 
development of fundamental tool skills and knowledge 
m basic industrial arts and is designed to relate to and 
supplement learning in the various subject-ma, *i areas. 

10.05 00 00 00 Other Elementary School Industrial 

Arts 

Include here other organized subject matter and 
experiences ertiphasized momentary school industrial 
art* which are not listed above. (Specify .) 

10.06 00 00 00 GENERAL * INDUSTRIAL ARTS 

(FORMERLY GENERAL SHOP) 
Hie study of two or more separate and somewhat 
dutinct aspects of industry and technology. Learning 
experiences involve activities such as experimenting, 
designing, constructing, evaluating, and using a variety 
of tools, materials, and processes. 

10.07 00 00 00 GRAPHIC ARTS 

The study of information and skills concerned with 

graphic reproduction, as well as related factors such as 

occupations, economics, and consumer information. 

Subject matter and learning experiences are organized 

under various descriptive titles such as Graphic Arts, 

Photography, Photolithography (Photo-offset- 

lithography or offset), Printing, and other graphic arts. 
k 

10.07 01 00 00 Graphic Arts 

The study of toois, materials, and processes of 
the printing industry including block punting, intaglio 



printing, letterpress printing, lithography, photogra- 
phy, rubberstainp construction, silk" screen printing, 
thermography, type composition, and binding. Learn- 
ing experiences include designing, composing, printing, 
and evaluating reproduction techniques, and the study 
of .history, economics, occupations, and consumer 
inform^wn related to the printing industry 

10.07 02 00 00 Photography 

_ The study o'f the tools, materials, and processes 
used in photography with emphasis on industrial uses. 
Learning activities include experiences using cameras, 
developing negatives, and maLng contact prints, en- 
largements, and mountings. 

10.07 03 00 00 Photolithography (Photo-offset- 
lithography or Offset) 
The study of the technology or graphic repro- 
duction frbm a flat surface or plate prepared photo- 
mechanically. Luirmng'experiences include design, hot 
and/or cold composition, pasteup, camera and dark- 
room techniques, platemaking, and offset presswork. 

10.07 04 00 00 Printing 

The study of the industry and technology 
involved in graphic, reproduction from an inked sur- 
face-relief, intaglio, or flat. Activities include design, 
composition, imposition, presswork, and bindery. 

10.07 99 00 00 Other Graphic Arts 

Include here other organized subject matter and 
learning situations emphasized in graphic a\ts which arc 
not listed above. (Specify.) 

10.08 00 00 00 HOME MECHANICS 

The study of the tools, materials, and processes 
involved in. the upkeep and repair of the home, its 
equipment, and devices. Learning activities are cen- 
tered around typical problems encountered by the 
homeowner and include simple maintenance, repairs, 
and construction. 

10.09 00 00 00 INDUSTRIAL ARTS 

MATHEMATICS 
(For definition see 11.05 03 00 00 Shop Mathe- 
matics under MATHEMATICS.) 

10.10 00 00 00 INDUSTRIAL ARTS SCIENCE 

(APPLIED CHEMISTRY) 

A body of selected subject matter which is some- 
times referred to as Practical or Industrial Chemistry. 
The subject matter is introductory m nature and is 



designed primarily for nonsuenLC-onented pupils in 
vocational and technical instructional programs. It is 
usually descriptive, less quantitative, and less theo- 
retical than other chemistry courses. The topics arc 
usually selected for applications in industry and tech- 
nology. (See also Major Aspects of the Physical 
Seiences, % 13.03 00 00 00 Physical Sciences, under 
NATURAL SCIENCES.) 

10.11 00 00 00 INDUSTRIAL ARTS SCIENCE 

(APPLIED PHYSICS) 
* A technologically or industrially oriented physics 
course in which the subject matter is less quantitative 
and theoretical than regular secondary school physics. 
Although laboratory exercises are an important part of 
tint course they are usually more of the *Toll6w-the- 
direction" type having practical applications. Applied 
physics is sometimes offered in junior college, technical 
and vocational education instructional programs. (See 
'also 'Major Aspects of the Physical "Sciences, 
J3.03 00 00 00 Physical Sciences, under NATURAL 
SCIENCES.) \ : 

10:12 00 00 00 INDUSTRIAL MATERIALS AND 
PROCESSES 

Ac3tegory of information and skills concerned with 
industrial-technical materials and processes including 
their properties and utilization as they tare fabricated 
into usable products. Subject matter and learning 
experiences are organized under various descriptive 
titles such as Fluid Power, Industrial Materials, Indus- 
trial Materials and Processes, Industrial Processes, 
Instrumentation, Numerical Control, and other indus- 
trial materials and processes. 

10.12 01 00 00 Fluid Power 

The study of hydraulics and pneumatics, in- 
cluding power conversion, transmission, and utilization--, 
in both stationary and mobile installations. 

10.12 02 00 00 Industrial Materials 
* - The study analysis and testing of industrial 
materials, e.g., metals, hydrocarbons, wood, finishes, 
plastics, and earth materials, chemical composition, 
physical and mechanical properties, fabrication limita- 
tions, and performance when exposed fo a normal 
industrial and commercial environment. 

10.12 03 00 00 Industrial Materials and Processes 

The study of the properties and utilization of 
industrial materials as they are fabricated into usable 
products, including a . study of the utilization and 



control of the power necessary to efficiently process 
materials. 

10.12 04 00 00 Industrial Processes 

The study of the methods whereby industrial 
.naterials are fabricated by hand, machine, and auto- 
mated equipment to produce usable products. 

10.12 05 00 00 Instrumentation 

The study of devices necessary to observe 
and control both manufacturing processes and the 
performance of mechanical an4 electrical ma- 
chinery, including the science of measurement as 
well as the conversion and recording of physical, 
chemical, and mechanical state and condition into 
sensible information. 

10.12 06 00 00 Numerical Control 

The study of industrial automation in which 
specific commands to perform desired machine tool 
operations are supplied to the machine control mecha- 
nisms by means of information previously programmed 
by punched card, punched tape; or magnetic tape. 

10.12 99 00 00 Other Industrial Materials and Pro- 

cesses / , 
Include here other organized subject matter and 
learning situations primarily related to and emphasized 
in industrial materials and processes which are not 
listed above. (Specify.) 

10.13 00 00 00 MANUFACTURING 

The study of the technology and the socioeconomic 
contributions of industries concerned with the creation 
of durable consumer products. Learning experiences 
are developed around functions or concepts of industry 
and include research and experimentation, product 
^design and development, fabrication (custom and 
mass), packaging, and distribution. 

10.14 00 00 00 METALS 

A category of information and skills concerned with 
metals including the products manufactured from 

.metals, the technology Employed in the production, 
processing, and use of me£als;and related factors such 
as occupations, economics, and consumer information. 
Subject matter, and learning experiences are organized 
under various descriptive titles such as Metals, Metal 

* Machining (Metal Shop), Metal Technology, Sheet 
Metal, Welding, and other metals. 



10.14 01 00 00 Metals 
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• 10 1NQUSTRIAL A'RTS-(Continued) 

The study of the tools, materials, and processes' 
used in several facets of the metals industries. Learning 
experiences generally include experimenting, designing, 
fabricating, forming, and evaluating metals and metal 
products^ 

10.14 02 00 00 Metal Machining (Metal Shop) 

The study of the operations and related in- 
formation concerned \\ith_the shaping of metals by 
machine. 

10.14 -03 00 00 Metal Technology 

Thex study of the problems and operations 
involved in the transformation of metal into usable k 
products with special emphasis on technical infor- 
mation, qualities, specifications, and standards. Learn- 
ing experiences include experimenting, creating, de- 
signing, constructing, and evaluating metal products. 

10.14 04 00 00 Sheet Metal 

The study of the operations, problems, and 
related information concerned with forming and fabn-. 
eating sheet metal products. 

10.14 05 00 00 Welding 

The study of the operations used in cutting and 
fabricating metal products by welding techniques. 

10.14 99 00 00 Other Metals 

Include here other organized subject matter and 
learning situations primarily related to and emphasized 
in metals which are not listed above. (Specify.) 

s '. 

10.15 00 00 00 PLASTICS 

A category of information and Skills concerned with 
the production, processing, and uses of plastics, and 
related factors such as occupations, economics, and 
coilsumer information. Subject matter and learning 
experiences are organised under various descriptive 
titles' such as Plastics, Plasties Technology, and other 
plasties. 

10.15 01 00 00 Plastics 

f The study of the tools, materials, and processes 
used in several facets of the plastics industry. Learning 
experiences include experimenting, designing, ma- 
chining, fabricating, forming, and evaluating plastics 
and plastic products. 

'10.15 02 00 00 Plasties Technology 

/ ! 
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The study of the problems and operations , 
involved ih the manufacture and transformation of 
plastics into usable products with special emphasis on 
technical information, quahti.es, specifications, and 
standards. Learning experiences include experimenting, 
creating, designing, fabricating, forming, and evaluating 
plastic products. 

. 10.15- 99 00 00 Other Plastics 

Include here other organized subject matter and 
learning situations primarily related to and emphasized 
in plastics which are not listed above. (Specify.) 

10.16 00 00 00 POWER/AUTOMOTIVE 
MECHANICS 
A category of information and skills concerned with 
the various forms of power, including its generation, 
transmission, and utilization. Subject matter and learn- 
ing experiences are organized under various descriptive 
titles' such as Automotive Mechanics, Power and . 
Automotive Mechanics, Transportation, and other 
power and automotive mechanics. (See also 
16.01 04 00 00 Automotive^ Technology under • 
TECHNICAL EDUCATION, and 17.03 00 00 00 
Automotive Services under TRADE AND INDUS- 
TRIAL OCCUPATIONS.) 

10,16 01 00 00 Automotive Mechanics 

The study of the operating principles, design, 
construction, maintenance, and repair of automobiles 
and similar power sources, including developing under- 
standing^ related physicaland chemical principles, 

10.16 02 00 00 Power/Automotive Mechanics 

The study of the, technology involved in har- 
nessing and controlling pbwer,' including its source, 
generation, transmission, and utilization, with specific 
emphasis on the auto;nobile« as a device of power 
conversion, transmission, and utilization. 

10.16 03 00 00 Power Mechanics 

The' study of the development, transmission, 
and utilization of power, including the theory, main- 
tenance, and servicing of machines an<i devices for the 
conversion of power into useful forms. Methods and 
devices for the transmission of power and outpujt 
machinery for utilizing power are emphasized. 

10.16 04 00 00 Transportation * 

The study of operating principles, design, con- 
struction, maintenance, and repair of transportation 
devices, e.g., automobiles, airplanes, trains, and boats, 
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including an understanding of related physical and 
chemical principles. * ^ 

*10.16 99 00 00 Other Power/Automotive Mechanics 
Include here other organized subjectmatter and 
learning situations primarily related to and emphasized 
in power and automotive mechanics which are not 
listed above. (Specify.) 

10.17 00 00 00 RESEARCH AND DEVELOPMENT " 
. The study of industrial-technical problems, in- 
eluding provisions for individual or group investigations 
of problems and opportunities" to evaluate their solu- 
tions tfy designing, constructing, and testing projects. 

10.18 00 00 00 SERVICE INDUSTRIES 

The study of the technology of industries con- 
cerned with the maintenance- and repair oltaonsumer 
and/or industrial products. Learning experiences in- y 
volve dwgnosing, adjusting, replacing, rebuilding, in- . 
stalhftg, testing, or rofinishing these products. Usually, 
the problems of small service business management and 
human relations are included for study. < * 

10.19 00 00 OCKWOODS^ ,\ 

A category of information ancf skills concerned with 
woods, incfuding various manufactured wood products, 
the technology employed in the manufacture and 
construction of productsvusing woods, and related 
factors such as occupations, economics, and consumed 
information. Subject matter -and learning experiences 
are organized under various descriptive titles such as 
Woods* Woods Technology, and other woods. 

10.19 01 00 0O Woods 

The study of the tools, materials, and processes 
. used in the woods industries. Learning experiences 
usually include experimenting with, designing, and 
constructing wood products, and evaluating woods ami 
wood products, using the too}s, materials, and pro- 
cesses related to these industries. The study of such 
factors as techniques, economics, and consumer infor- 
mation relating to these industries is emphasized. 

10.19 02 00 00 Woods Technology 

A study of the woods manufacturing industries 
and the technology involved in the construction of 
. buildings and the manufacture of articles made from 
wood and wood products. Learning experiences in- 
clude experimenting with, designing, constructing, 
operating, and evaluating industrial tools, processes, 
forest products, an<^ related synthetic materials. 



10.19 99 00 00* Other Woods 

Include here other organized subject matter and 
learning situations primarily related to-and emphasized 
in woods which are not listeti above. (Specify.) . 

10.99 00 IW 00 OTHER INDUSTRIAL t ARTS 
\ Include Jiere other .organized subject matter and 
learning situations emphasized in industrial arts which 
are not listed or classifiable 4 in one of the above major 
categories.* (Specify.) 

MATHEMATICS . 
11.00 t 00 00 00 

^Mathematics comprises the body of related subject 
matter, or the body of related courses, organized for 
carrying on learning experiences concerned with the 
science of relations existing between quantities (maggi- 
tude) and operations and the science of methods used 
for deducing from. other quaftlffife-. known or sup- 
posed, the quantities sought. ^ *k . 

The Ad Hoc Committee for Mathematics applied 
the following rationale to the selection qf the items for 
placement in the Mathematics area: (1) the ite;ns* 
selected and classified were determined 'by consensus' 
of the committee to include the aspects oftoathc- 
<jnatics most commonly taught in the United States; (2) 
the various aspects of subject matter selected for 
classification could be defined in brief form-using only 
- salientj descriptive elements; and (3) the items were 
identifiable by titles which were considered to be most 
commonly used in current practice in mathematics. 
. Opportunities are frequently provided both* during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected 'aspects of 
mathematics as an integral part of the instructional 
program. As an example, the Mathematics Club pro- 
vides additional' opportunities*^ explore interests, 
apply various acquired skills, 'and increase knowledge 
about different aspects of mathematics. Such: organized 
activities, under appropriate supervision, are referred to 
as cocurricular activities. A variety of activities is 
identified under 20.00 00-00 00 Cocurricular Activi- 
ties in chapter 5 beginning on page'146; and they are 
desciibed^nore fully in this chapter beginning on page 
242. As an illustration, the Mathematics Club is 
. identified for reporting purposes under Cocurricular 
Activities as Item 20.01 00 00. 

Many items of information In chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
' matter in the instructional program. For examples, see 

205- ' . 



11 MATHEMATICS-(Continued) 

the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement on'pages 7-1-78, and the 
" items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations on these relationships are sljown in table 7 
on page 1 1 and in figure 2 on page 13. 

Included in .this subject-matter area are the items of 
information which identify various subjects in the , 
rhathematics area. ' , * 

11.01 00 00 00 ELEMENTARY - SCHOOL MATH- 
EMATICS (K-6) 
Mathematics subject matter, designed for the ele- 
mentary school, whichj^isually is concerned with the. 
.study of various aspects of arithmetic, informal al- 
gebra, and informal geometry. An overall goal -is 
understanding accompanied by reasonable efficiency in * 
both the computational and applicational phases of 
mathematics. Toward this end certain emphases per- 
meate all topics and all grade levels. Among these are 
(I) the use of manipulative and pictured materials to 
clarify ideas and (o build meanings; (2) recognition of 
tjic role of mathematics in real life and its use in 
% problem solving situations;' (3) the rationale of the 
decimal numeration system and* of the algorithms of 
the operations; (4) the relationships which exist within 
a single operation, between two operations, and among 
the four operations; (5) the continuous development of 
the concepts which are basic N to any topic studied, from # 
the simplest beginnings to whatever extensions and 
expansions are consistent with the learner's ability to 
comprehend; (6) provision for prerequisite learnings 
for later topics; (7) the use of methods which will 
interest, stimulate, and motivate the pupil; and (8) 
appropriate adjustments for variations in the abilities 
of pupils. 

In practice, the subject matter usually is organized 
, on a spiral plan. By meajis of this plan pupils study the 
same subject-matter topic two or 'more years Or 
grade-placement levels, each time at a higher le 'el of 
difficulty. Generally included, in the K-6 mathematics 
program are the following topks. (indicate the topics 
emphasized.) - 

11.01 00 01 00 

Sets, number, numerals 

11.01 00 02 00 

Cardinal number, ordinal number 
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11.01 00 03 00 

Place value as related to numeratipn systems 
with emphasis on the decimal system 

11.01 00 04:00 

Number systems, whole number^, integers, ■> 
and rationals 

11.01 00 05 DO 

Basic operations, addition, subtraction, mul- 
tiplication, division, and factoring (e.g., halving) 

11,01 00 06 00 
\ Variables: frames, letters, and other symbols^ 

\ 

ll.(|l 00 07 00 

I Properties of operations on. whole numbers, 
integers, and rationals 

11.01 00 08 00 

The rationale of computation, algorithms 
involving whole and rational numbers, 

11.01 00 09 60 < v 

Ratio: proportion, percent 

11.01 00 10 00 

Prime and composite numbers, factors and 
multiples * - 

11.01 00 11 00 / : 

Order relations, equality and inequality 

11.01 00 12 00 

The number line 

11.01 00 13 00 

Measurement, e.g., units of measurement, 
nature of measurement, length, area, perimeter, and 
volume , 

11.01 00* 14 00 

Informal geometry, e.g., foqjn and pattern as 
observed in the physical world* intuitive development 
of such concepts as geometrical point, line, line 
segment, ray, angle, simple closed curv^, -plane, poly- 
gons, and space figures - I. 

lKOI 00 15 00 

Informal algebra: number sentences, formu- 
las, graphing, qnd a number line 
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11.01 00 99 00 Other Uementary -School Mathe- 

matics Topics 
Include here other topics emphasized in 
elementary-school mathematics winch are not listed 
above, specify.) 

11.02 00 0 0 00 MATHEMATICS (7TH AND 8TH 

GRADES) 

Mathematics Vibject matter designed for the junior 
high school and concerned with extending thevarious 
aspects of arithmetic, algebra, and informal geometry 
taugjrt %yi the elementary school. There are also more 
advanced topics introduced on an informal basis. 
*Enjphasis is on (oX expanding the topics studied in the 
elementary s&hool and introducing advanced topics 
consistent with the learners' ability to comprehend, (b) 
, the apphcation'of mathematics^(c) methods of prob- 
lem solving, and (d ) metric and nomnetric geometry. 

11.02 01 00 00 Ar^thtoetic 

Tlie following tupics in arithmetic are usually 
* - included in mathematics for grade 7 and 8. (Indicate 
the topics cnipliasued.) 

n\o2 : qi oi oo. , . - 

System of numeration in base ten, possibly 
contracting it -frith other bases ^ 

n.02 oi m oo , • ■> 

' Ilationale of the computational processes 

: n . 

11.02 01 03 00 

Nature and .properties of the^ systems of 
numbers, e.g. natural numbers, whole numbers, in- 
teger^, rational numbers, and real numbexs 

!r.02*0l 04 GO 

Representation of numbers by germinating 
and nonternunating decimal fractions ^ 

11.02 01 05 00 ^ 

Very Iftrge and very sntall numbers, scien- 
tific notation, approximation, and precision . * 

11.02 01 06 00 

Ratios, proportions.and percents 

\ 

~'U.02 01 90 00 Other Arithmetic^Topics 

Include here other topics ^emphasized in 
arithmetic for grades' 7* and 8 which are not listed 
above. (Specify.) 



11.02 02 00 00 Geometry 

The following topics in geometry are usually 
included in mathematics for grades 7 and 8* (Indicate 
the topics emphasized.) 

H.02 02 01 00 

Lines, angles, triangles, polygons, circles, 
and solids; calculation of perimeters, areas, and vol- 
umes of polygons, circles, and solids 

11.02 02 02 00 

Measurements, e.g., length, area, angles, 
-volume, and weight' including metric measurement 

t • 

11.02 02 03 00 ■ • 

Similarity and congruence of polygons 

11.02 02 64 00 

Parallelism and perpendicularity- 

02 05 00 

Uses of various instruments, including the 
straightedge, protractor, and compass for constructing 
geometric figures 

11.02 02 06 00 

Construction of geometric models 

11.02*02 07 00 

1 Nonmetric geometry 

11.02 02 99 00 Other Geometry Topics 

Include here other topics emphasized in 
geometry for grades 7 and 8 which may be identified in 
the list under 11.12 00 00 00 Geometry. Also, in- 
clude topics emphasized that do not appear in the list 
above or under Geometry. (Specify.) 

11.02 03 00 00 Algebra and Statistics 

The following topics in algebra and statistics are 
usually included in mathematics for grades 7 and 8: 
(Indicate the topics emphasized.) 

11.02 03 01^ 00" ♦ 

Reading and constructing statistical graphs 

K 

1 1.02 03 02 00 

Representing numbers by symbols 

11.02 03 03 00 

* Operations with symbols 
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1 1 MATHEMATICS~( Continued) 

-11.02 03 04 00 

. Formulas, including those used in measure- 
ment and percentage * 

11.02 03 05 00 

Integers, rational*, and real numbers 

1 1.02 03 06 00 •* 

Graphs on number line and number plane; 
of simple equalities and inequalities 

11.02 03 99 00 Other Algebra and Statistics Topics 

Include here other topics emphasized in 
algebra and statistics for grades 7 ahd 8 which may be 
identified in the lis* under 11.03 00 00 00 Algebra 
and/or IMS 00 00 00 Probability and Statistics. 
Also, include topics emphasized that do not appear in 
the list above or under Algebra or Probability and 
Statistics. (Specify.) 

11.03 00 00 00 ALGEBRA 

An organization of niathematics subject matter 
concerned (through high school) primarily with the 
properties of number systems, i.e., the real number 
system and the complex number system. Although the 
content of high school algebra has been expanded m 
the direction of structure (including proof), manipula- 
tive skills are emphasized. In some high school courses 
topics such as groups, rings, and integral domains as 
well as work on the various kinds of fields have f a!so 
been introduced. Topics selected from the following 
list (U.u3 00 01 00 through 11.03 00 99 00), as 
well as topics not listed below, may serve to describe 
the instructional content of algebra -firsNyear, second- 
year, third-year, and other algebra. 

11.03 01 00 00 First-year 

(For a description of the subject matter select 
from the topics which follow.) 

U.03 '02 00 00 Second-year 

(For a description of the subject matter select 
from the topics which follow.) 

11.03 03 00 00 Third-year 

. {For a description of the subject matter select 
from the topics which follow.) 

11.03 00 01 00 

Symbds and their referents (numerals and 

numbers) 



J 1.03 00 02 00 

Variables * 

11.03 00 03 00 

Sentence forms (open sentences) and state- 
ments 

11.03 00 04 00 

Numerical expressions and algebraic expres- 
sions 

11.03 00 05 00 

Symbols for grouping and conventions for 
omitting them 

11.03 00 06 00 

Principal operators, indicated sums and 
products; polynomials 

11.03 00 07 00 

Introduction to the real numbers (directed 

numbers) 

11.03 00 08 00 

Addition and multiplication of reals 

11.03 00 09 00 

Additive inverses (opposites)and multiplica- 
tive inverses, (reciprocals) 

11.03 00 10 00 



of reals) 



Inverse opeiations (subtraction and division 



11.03 00 11 00 

Evaluating algebraic expressions 

11.03 00 12 00 < 4 

Field properties of the real number system, 

11.03 00 13 00 

Order and the real numbers, the number line 

11.03 00 14 00 

Absolute value and distance on the number 

line 

11.03 00 15 00 

Graphs on the number line: simple equa- 
tions and inequalities in one variable 

11.03 00 16 00 ^ 

Open sentences and their solution 
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1 1.03 00*17 00 

Hie teal number system as an ordered field 

11.03 00 I* 00 ' 

Deductive organization, postulates. proof 

11.03 00 19 00 

Equivalent expressions, simplifying, ex- . 

panding, and factoring 

11.03 00 20 00 

' Equivalent expiessions and equivalent in- 
equalities 

11.03 00 21 00 

Equivalent expressions containing fractions 

11.03 >0 22 00 * 

Equations containing fractions; ratio, pro- 
portion 

1K03 00 23 00 

Sets and set notation; subsets, intersection, 

union 

H.03 00 24 00 

Sets of ordered pairs; Cartesian products; 

relations; functions 

H.03 00 25 00 

Tile number plane lattice (of integers) 

H.03 00 26 00 

Hie number plane 

II.03 00 27 00 

Graphs on the number plane and the num- 
ber plane lattice: equations and inequalities 

1 1.03*00 28 00 

Simultaneous (systems of) equations and 

inequalities 

<■ 

11.03 00 29 00 

Quadratic equations and inequalities 

11.03 00 30 00 

Discriminant of a quadratic 

11.03 00 31 00 t 
Constant functions 
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11.03 00 32 00 

Linear functions 

11.03 00 33 00 

Quadratic functions 

11.03 00 34 00 

Variation 

11.03 00 35 00 

The positive integers 

I. 1.03-00 36 00 

The integers 

II. 03 00 37 00 

Mathematical induction 

11.03 00 38 00 % 
The rationals 

11.03 00 39 00 ^ 

Positive integral exponents 

* 11.03 00 40 00 

^ Integral exponents 

11.03 00 41 00 

Word problems 

11.03 00 42, 00 

Systems of equations (3 and 4 variables) 

11.03 00 43 00 

Upper and lower bounds 

11.03' 00 44 00 - , 

Least upper bound and greatest lower 

bound * 

11.03 00 45 00 * 
Well-ordering principle 

1 1 .03 00 46 00 

Completeness and the real number system as 

a complete ordered field 

11.03 00 47 00 
Radicals 

r 

• 11.03 00 48 00 

' Square root and decimal approximations * 
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1 1 MATHEMATICS- {Continued ) 

11.03 00 49 00 

Rational exponents 

11.03 00 50 00 

Equations involving radicals 

l!.03 00 51 00 

Formulas 

11.03 00 52 00 

Scientific notation 

> 11.03 00 53 00 

Sequences 

11.03 00 54 00 . 

Continued sums and ^-notation 

11.03 00 55 00 

Continued products and ^-notation 

11.03 00 56 00 

Difference sequences 

11.03 00 57 00 

Arithmetic sequences (progressions) 

11.03 00 58 00 

Geometric sequences (professions) 

11.03 00 59 00 

Combinations ■ 

IK03 00 60 00 

Permutations £ 

- 11,03- 00 61 00 

Probability 

11.03 00 62 00 

Binomial Theorem for positive integral 

s 1 1 .03 00 63 00 

Lxtended Binomial Tlieorem 

11.03 00 64 00 

Factor theorem 

11.03 00 65 00 

Remainder theorem 
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11.03 00 66 00 

Synthetic division 

11.03 00 67 00 

Determinants 

11.03 00 6$ 00 
Matrices 

11.03 00 69 00 
♦ Vectors 

11.03 00 70 00 
Limits 

11.03 00 71 00 

Continuous functions 

11.03 00 72 00 

Complex numbers 

11.03 00 73 00 Other Topics in Algebra 
* Include here other topics emphasized in 

algebra which are not listed above. (Specify.) . 

11.03 04 00 00 College Algebra 

(The subject matter is the same as or similar to 
11.03 03 00 '00 Algebra-Wird year and/or 
1 1-09 00 00 00 Elementary Functions.) 

,11.03 05 00 00 Intermediate Algebra 

(The subject matter is the same or similar to 
*, 11.03 02 00 00 Algebra-Second-year.) 

% / m 11.03 06 00 00 Linear Algebra 

The study of the- linear operations of vector 
, addition and multiplication by scslars, an&of transfer - 
mations which preserve these operations" The multi- 
variable aspect of linear algehra is one of its extensions 
of ordinary algebra. Topics such as the following are 
usually included : simultaneous linear equations, vectors, 
linear dependence, bases, dimension.geometry of lines 
and planes in spaces of any dimension, convexity, 
innerprodircts, orthogonal bases, linear transformations 
and their representation as matrices, matrix algebra, de- 
terminants, eigenvalues, eigenvectors, and conical forms; " 
the standard forms of ponies and other applications. 

11.03 99 00 00 Other Algebra 

Include here other organized subject matter 
emphasized in algebra which is not' listed above, 
(Specify,) 
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11.04 00 00 00 ALGEBRA AND TRIGONOME- 
TRY (INTEGRATED) 

Ail organization of -subject matter frequently pro- 
vided for a third or fourth vear of study in J sequence 
of mathematics offerings. The subject matter usually is 
selected and organized to prepare pupils, having com- 
petency in mathematics, for the study of calculus and 
analytic geometry in a college or other posthigh school 
♦instructional program requiring proficiency in mathe- 
matics. The subject matter is essentially college level in 
nature, and usually includes topics in algebra and 
trigonometry such as the fo^wing- 

11.04 00 01 00 

Elementary functions and graphs: linear and 
quadratic functions, exponential and logarithmic func- 
tions, and others 

11.04 00 02 00 

Mathematical induction 

1 1 .04 00 03 00 

Polynomials, remainder theorem, taetor 
theorem, synthetic theorem, and others 

11.04 00 04 00 

> Complex numbers 

11.04 00 05 00 

Circular functions- solution of triangles, 
trigonometric functions and their graphs, analytic 
trigonometry, identities an.d equations, and others 

11.04 00 W 00 Other Topics in Algebra and Trigo- 

nometry (integrated) 
Include here other topics emphasized in 
algebra and trigonometry (integrated) which are not 
listed above (Specify.) 

11.05 00 00 00 APPLIED MATHEMATICS 

Mathematics courses designed and provided for 
studv as alternatives to the sequentially organized 
college-preparatory or general educational mathematics 
courses. Subject matter usually is comprised of selected 
aspects of mathematics used in practical and special- 
ized situations in daily life. The subject matter is 
treated under various descriptive titles, such as: Busi- 
ness Arithmetic, Consumer Mathematics, Shop Mathe- 
matics, and other applied mathematics. 

11.05 01 00 00 Business Arithmetic 

The study of various aspects of arithmetic 
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which apply particularly to business problems. Usually 
included nv the mathematics subject matter for busi- 
ness applications are (1) the rationale of computation 
1>y m^ans of the four basic operations with the rational 
numbers; (2) the decimal numeration system; (3) ratio, 
proportion, and percent; (4) measurement; (5) 
formulas; and (6) graphs. (Included as 
03.05 00 00 00 Business Arithmetic or Mathematics 
under BUSINESS.) 

j |. 05 02 00 00 Consumer Mathematics 

The ' udy of various applications of arithmetic, 
inlormal algebra, and informal geometry which apply 
particularly to consumer problems. Usually included in 
the mathematics subject matter for consumer applica- * 
tions are (I ) the rationale of computation by means of 
the four basic operations with real numbers; (2) ratio, 
proportion, and percent: (3) linear, area, volume, and 
angular measurement; (4) graphs and descriptive statis- 
tics; and (5) simple equations and formulas. 

1 1. 05 03 00 00 Shop Mathematics 

The study of various applications of arithmetic, 
informal algebra, and informal geometry which apply 
particularly to shop problems. Usually, the mathe- 
matics subject matter for shop applications includes (I) 
the rationale of computation by means of the four 
basic operations with real numb^s; (2) linear, area, 
volume, and angular measurement; (3) the decimal 
numeration system; (4) informal algebra; (5) informal 
geometry; (6) numerical trigonometry; and (7) mathe- 
matical tables, graphs, and the slide rule. (Included as 
10,09 00 00 00 Industrial Arts Mathematics under 
INDUSTRIAL ARTS.) 
» 

11.05 99 00 00 Other Applied Mathematics 
Include here other organized subject matter 

emphasized in applied mathematics which is not 
classified above. (Specify.) 

11.06 00 00 00 CALCULUS 

The study of two fundamental limits, called the 
derivative and the integral, and their evaluation by 
means of a function algebra called "the calculus." 
Usually, three to four semesters are required to cover 
the following topics in calculus. Topics selected from 
the following (11.06 00 01 00 through 
11.06 00 99 00), as well as topics not listed below, 
may be used to describe the instructional subject 
matter of first-year and second-year calculus. 

11.06 01 00 00 First-year Calculus 
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(For a description oi the subject matter select 
^ from the topics which follow,) 

• . IKUo 02 00 00 Second-year Calculus 

(For a description or the subject matter -select 
from the topics which follow,) 

+ 11.06 00 01 00 

Functions and limits, continuity 

ii. 0b oo o: oo 

Derivatives and applications 

II.U6 00 03 00 

Differentiation of poly normals, of algebraic, 
Jtnunthniiv, exponential, and trigonometric Junctions 

11.06 00 U4 00 

Maxima and minima 
»«» 

IKOh 00 05 00 

Rate problems, motion in a curve, velocity, 
and acceleration 

11. 06 00 06 00 

The definite integral and application to 
areas, volumes, distributions average*, and moments 

11,06 00 07 00 

The fundamental theorem and techniques of 

integration, 

y 

1 1 .06 00 08 00 * 
Numerical calculus 

1 1 .06 00 0 1 * 00 

Theorem of the mean and extension to 
Taylor % Theorem 

11.06 00 10 00 

Indefinite sequences, series, indeterminate 
form*, lrnpropenntegrals, and other special limits 

1 1 .06 00 U 00 

- Multivariate calculus, including partial dif- 
ferentiation, the differential, and multiple integrals 

II 06 00 12 00 

Vector calculus gradients, directional deriva- 
tive, vector products, vector fields, divergence, and curl 
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If. 06 00 13 00 

Differential equations and applications 

11.06 00 99 00 Other Topics in Calculus 

Include here other topics emphasized in 
calculus which are not listed above. (Specify.) 

11.07 00 00 00 CALCULUS WITH ANALYTIC 

GEOMETRY 
Usually, the study pf intermediate algebra, trigo- 
nometry, and elementary functions, as prerequisite to v 
the study of calculus with analytic geometry fallowed 
by calculus. Calculus topics are the sambas those for 
the standard calculus course, but the analytic geometry 
is usually reduced to a^ minimum. Analytic geometry 
topics frequently include the folfowing: a brief intro- 
duction to coordinate geometry, properties of the real 
number line with emphasis on inequalities and absolute 
value, neighborhoods and other intervals- in the line, 
slopes and lines, curves, functions and limits, conies, 
parametric representations of curves, polar coordinates, 
and rudiments of solid analytic geometry of curves and 
surfaces. 

11.08 00 00 00' COMPUTER MATHEMATICS 
Mathematics subject jmttcr designed fof study by 

pupils who plan to work closely with computers. 
Consideration is given to the algorithmic approach to 
mathematics which enables a problem to be handled by 
a machine. A first course may include the following 
topics; {See also 03.17 3 00 00 Computer-oriented 
Mathematics {Data-processing Mathematics) under 
BUSINESS.) 

11.03 00 01 00 . 

Description of "the logical structure of the 
computer operations {not the machine) 

11.08 00 02 00 . 

Algorithms fur the computer 

II. OS 00 03 00 

Programming languages (fortran or Algol or 

others) 

11.08 00 04 00 

Compilers 

J 1.08 00 05 00 

Problem living in numerical and non- 
numerical situations 



11.08 00 99 00 Other Topics m Computer Mathe- 

matics 

Include here other topics emphasized in 
. computer mathematics whifh arc not listed above. 
(Specify.) 

11.09 00 00 00 ELEMENTARY FUNCTIONS 

A body of subject matter in the calculus- 
preparatory sequence which is designed to bridge the 
gap £ronf Intermediate Algebra to Calculus with Ana^ 
lytic Geometry -alternative to and overlapping College 
Algebra. The subject matter is concerned with the 
study of the elementary functions, their graphs and 
applications. Usually, the following topics are included 
for study . 

11.09 00 01 00 4 " • 

Polynomials 

11.09 00 02 00 

, Rational and algebraic functions 

11.09 00 03 00 

Exponential functions 

11.09 00 04 00 

Logarithmic iunctions 

1 1 .09 00 05 00 

Trigonometric function* as periodic tunc- 
tions on the real number line 

/ 11.09 00 06 00 

/ Introduction to three-dimensional analytic 

geometry 

j» 

* 1 » .09 00 99 00 Other Topics in Elementary Function* 
Include here other topics emphasized in 
elementary « functions, which are not listed above. 
(Specify.) 

11 10 00 00 00 FIRST-YEAR COLLEGE MATHE- 
* MATICS FOR ELEMENTARY 
SCHOOLTEACHERS 

The study of mathematics/subject matter which 
usually includes the following topics: 

11.10 00 01 00 

Field axioms as they arc used in arithmetic 

11.10 00 02 00 

Logic and its place in mathematical proof 



MAO 00 03 00 

Numeration systems and the meaning ol 

place value 

11.10 00 04 00 

Use of sets and the number line in explain- 
ing the meaning of number operations 

11.10 00 99 00 Other Topics in First-year College 
Mathematics for Elementary School 
Teachers 

Include h^re other topics ei.iphasi/ed in 
first-year college mathematics for elementary school 
teachers >vhich are not listed^bove. (Specify.) 

till 00 00 00 GENERALMATHEMAT7CS 

An organized body of mathematics subject matter 
which frequently comprises an alternative to the 
sequence of college-preparatory mathematics courses. 
In practice,- a, first course in general mathematics is' 
frequently offered in the 9th grade followed by 
additional courses In the 10th, 11th, and/or 12th 
grades: The subject matter for each course in general 
mathematics may be identified from among the topics 
listedi>elow: 

I Ml 01 00 00 Fiist-ye** General Mathematics 

(For description of tire subject matter select 
^Trom the following topics.) 

I Ml 01 01 00 Arithmetic 

The following topies-in arithmetic are fire* 
quently included in genera! mathematics: 

11.11 01 01 01 

Basic concepts and skills, including nota- 
tion and numeration systems and systems of natural, 
whole, rational and real numbers 

11.11 01 01 02 

Applications of percent— ttd funda- 
mentaf operations, e.g., interest, bonov m .nd lending 
money, discount, taxes, commissions, insurance, social 
security, and installment buying 

11.11 01 01 03 * 

Elementary number theory: primes, 

factors, and composites 

11.11 01 01 99 Other Arithmetic Topics in First* 
year General Mathematics 
Include here" other topics in arithmetic 
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MATHEMATICS-(Continued) 

emphasized in the first year of general mathematics 
^vhich may be identified in the list of 'arithmetic topics 
under *IL02 00 00 00, Mathematics (7th and 8th 
mdes), or which are not listed above or under 
Mathematics { 7th and 8th grades) (Specify.) 

il l I 01 02 00 Geometry 

Topics >n geometry studied in general 
mathematics frequently include: 

11.11 01 02 01 *' - „ 

Measurement such as angular, area, 
length, aqd volume 

11.11 01 02 02 . ~ 

Use of instruments such as the straight- 
"edge, compa^, and protractor for construction of 
geometric figures 
i 

11.!! 0J 02 03. 

* Calculation of perimpter area, and vol- 
ume f ^ 
» » 

ii.ii oi o: 04 

Construction of models; two-dimen- 
Monal, three-dimensional 

11.11 01 02 05 . , * ' 

Indirect measurement including scale 
drawing, similar triangles, and numerical trigonometry 

11.1! 01 02 06 

The Pythagorean rule and its application 

I Ml Ol 02 W Other Geometry Topics in First-year 
General Mathematics 
Include here other topics in geometry 
emphasized in the first year of general mathematics 
which may be identified in the list of topics under 
1 11 2 00 00 00 Geometry or in the Jist of geometry 
topics under 11.02 00 00 00 Mathematics (7th and 
Wi zradesU or which arc, not included in either of 
the# lisb or above. (Specify.) * 

11.11 01 03 00 Algebra and Statistics 

^ Topics in algebra and statistics studied in 
eeiierarmathematics frequently include: 

I Ml 01 03 01 

Introduction to algebra, including 



symbols,- formulas, positive and negative numbers, 
equations, and inequalities 

11.11 01 03 02 

Ratio and proportions, trigonometry of 
the right triangle 

11.11 01 03 03 
, Calculation of mean, median, andjnode 

11.11 01 03 04 

Statistical graphs 

1LII 01 03 05 

Informal numerical probability 

9 ' 

11-11 01 03 99 Other Algebra and Statistics Topics 
in First-year General Mathematics 
1 Include here other topics in algebra and 
. statistics emphasized*, in the .first year of general 
mathematics which may be identified in the list under 
IK03 00 00 00 AJgebra or under 11.15 00 00 00 
^Probability and Statistics ox under 11.02 00 00 00 
Mathematics (7th and 8th grades), or which are not 
included in these lists or above. (Specify.) 

11.11 02 00 00 1 Second-year General Mathematics 

(For description of the subject matter select 
from the following topics.) 

1 1.1 1 02 01 00 Arithmetic 

The following 'topics in arithmetic are fre- 
quently included in general mathematics: 

11.11 02 01 01 

Basicsconcepts and skills, including na- 
tion and numeration systems and systems of natural, 
whole, rational, and real numbers 

II. II 02 01 02 

Applications of percentage and funda- 
mental operations, eg., interest, borrowing and lending 
money, discount, taxes, commissions, insurance, social 
security, and installment buying 

11.11 02 01 03 

Elementary number theory: primes, fac- 
tors, and composites 

11.11 02 01 99 Other Arithmetic Topics in Second- 
year General Mathematics 
Include here other topics in arithmetic 
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emphasized in the second year of general mathematics 
which may be identifiedjnjliejjst ©^arithmetic topics 
under. 1-H>2OOT0O 00 Mathematics. (7th and Stir 
grades), or which are not listed above or under 
Mathematics (7th and 8th grades). (Specify.) 

11.11 02 ,02 00 Geometry 

Topics in geomeiry studied in general math- 
ematics frequently include: 

11.11 02 02 01 

Measurement such as angular, ?rea, 

length, and volume 

11.11 02 02 02 

Use of instruments such as the straight- 
edge, compass, and protractor for construction of 
geometric figures 

11.11 02 02 03 

Calculation of perimeter, area, and 

volume 

11.11 02 02 04 

Construction of models: two-dimen- 
sional, three-dimensional 

" ; 11.11 02 02 05 

Indirect measurement including scale 
drawing, similar triangles, and numerical trigonometry 

11.11 02 02 06 

The Pythagorean rule and its application 

11.1 1 02 02 99 Other Geometry Topics in Second- 

year General Mathematics 9 
Include here other topics In geometry 
emphasized in the second year of general mathematics 
wliich may be identified in the list of topics under 

1 1 .1 2 00 00 00 Geometry or in the list of geomeiry 
topics under 11.02 00 00 00 Mathematics (7th and^ 
8th grades), or which are not included in either of 
these lists or above^fSjjpcify.) 

11.11 02 03 00 Algebra and Statistics 

Topics in algebra and statistics studied in 
general mathematics frequently include: 

i:.n 02 03 01 ■ 

Introduction to algebra, including 
symbols, formulas, positive and negative numbers, 
equations, and inequalities 

ERjc ;:;:o ■ ~ 



11.11 02 03 02 > ' 

Ratio and proportions, trigonometry of 

the right triangle 

11.11 02 03 03 

Calculation of mean, median, and mode 



Ll.il 02 03 04 

Statistical graphs 

11.11 02 03 05 

Informal numerical probability 

11.11 02 0? 99- Other Algebra and Statistics Topics . 

in Second-year General Mathematics 
Include here other topics in algebra and 
statistics emphasized' in the second year of general 
mathematics which inay.be identified in the list under 
11.03 00 00 00 Algebra or under 11.15 00 00 00 
Probability and Statistics or under 11.02 00 00 00 
Mathematics (7th and 8th grades), or which are not . 
included in these lists or above. (Specify.) 

11.11 03 00 00. Third-year General Mathematics 

(For description of the subject matter select 
from the following topics.) 

11.11 03 01 00 Arithmetic 

The following topics in arithmetic are fre- 
quently included in general mathematics: 

11,11 03 01 01 * x 

Basic concepts and skills, including nota- 
tion and numeration systems and systems of natural, 
whole, rational, and real numbers 

11.11 03 01 02 - 

, Applications of percentage and funda- 

mental operations, e.g., interest, borrowing and lending 
money, discount, taxes, commissions, insurance, social 
security, and installment buying 

11.11 03 01 03 

Elementary number theory: primes, 

factors, and composites 

11.11 03 01 99 Other Arithmetic Topics in Tliird- 
year General Mathematics 
Include here other topics in arithmetic 
emphasized in the third year of general mathematics 
which may be identified in the list of arithmetic topics 
under 11.02 00 00 00 Mathematics (7th and 8th 
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11 MATHEMATICS-(Continued) 

grades), or which are not listed above or under 
Mathematics ( 7th and Sth grades), (Specify.) 

11.11 03 02 00 Geometry 

Topics in geometry studied in general math- 
ematics frequently include : 

I Ml 03 02 01 \ 

Measurement such as angular, area, 
length, and volume 



11.11 03 03 02, 

Ratio and proportions; trigonometry of 
the* right triangle 

W.I I 03 03 03 
. * . Calculation of mean, median, and mode 

IUJ 03 03 04 - rt 

Statistical graphs 

11.11 03 03 05 - 

Informal numerical probability 



11.11 03 02 02 

Use of instruments such as the straight 
edge, cOinpass. and protractor for construction oi 
geometric figures 



li.ll 03 02 03 
volume 



11.11 03 03 99 Other Algebra and Statistics Topics 
in ~77iird-year General Mathematics 
Include here other topics in algebra and 
statistics emphasized in the third year of general 
mathematics which may be identified under 
11.03 00 00 00 Algebra or ynder 11.15 00 00 00 
Calculation ot perimeter, area, and , Probability and Statistics or under MM 00 00 00 

Mathematics (7th and 8th grades), or which are not 
included in these lists or above. (Specify.) 



I Ml 03 02 04 

Construction of models: two-dimen- 
sional, three-dimensional 

11.11 03 02 05 

Indirect measurement" including scale 
drawing, similar triangles, and numerical trigo- 
nometry 

1 1.1 r 03 02 06 

The Pythagorean rule and its application 

11.11 03 02 99 Other Geometry Topics in*Tiiird- 

year General Mathematics 
Include here other- topics ",n geometry 
emphasized in the third year of general mathematics 
which may be identified in the list of topics under 

11.12 0 0 00 00 Geometry or in the list of geometry 
topics, under 1 1.02 00 00 00 Mathematics (7th and 
8th grades), or whichi are not included in either of 
these lists or above. (Specify.) 

I hi I 03 03 00 Algebra and Statistics 

Topics in algebra and statistics studied in 
general mathematics frequently include: 

11.11 03 03 01 

Introduction "io algebra, including 
symbols, formulas, positive and negative numbers 
equations,.^nd inequalities 



I I.I I 04 00 00 Fourth.year General 
Mathematics 
(For description of the subject matter select 
from the following topics.) 

I I.I I 04 01 00 Arithmetic 

The following topics in arithmetic are fre- 
quently included in general mathematics: 

li.ll 04 01 01 

Basic concepts and skills, including nota- 
tion and numeration systems and systems of natural, 
whole, rational, and real numbers 

11.11 04 01 02 

Applications of percentage and funda- 
mental operations, e.g., interest, borrowing and lending 
money, discount, taxes, commissions, insurance, social 
security, and installment buying 

11.11 04 01 03 

Elementary number theory: primes, 
factors, and composites 

11.11 04 01 99 Other Arithmetic Topics in Fourth- 
year General Mathematics 
Include here other topics in arithmetic 
emphasised in the fourth year of general mathematics 
which may be identified in the list of arithmetic topics ' 
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under 11.02 00 00 % 00 Mathematics (7th and 8th 
grades), or which are not listed above or under 
Mathematics (7th and 8th grades). (Specify.) 

U.ll 04 02 00 Geometry 

Topics in geometry studied in general mathc- 
mattes frequently include: 

11.11 04 02-01 

Measurement such as angular, area, 

' length, and volume 

11.11 04 02 02 - ' 

Use of instruments such as the 
straightedge, compass, ana protractor for construc- 
tion of geometric figures 
♦ * 

„ 11.11 04 02 03 

Calculation perimeter, . area," and 

volume 

11.11 04 02 04 

Construction of models: two-dimen- 
sional, three-dimensional 

11.11 04 02 05 - 

Indirect measurement including scale 
drawing, similar triangles, and numerical trigo- 
nometry 

11.11 04 02 06 

The Pythagorean rule and it* applica- 
tion 

11.11 04 02 99 Other Geometry Topics in Fourth- 
year General Mathematics 
Include here other topics in geometry 
emphasized in the fourth year of general mathematics 
which may be, identified in the list of topics under 
1 1 p 00 00 00 Geometry or in the list of geometry 
topics under 11.02 00 00 00 Mathematics (7th and 
8th grades), or which are not included in either of 
these lists or above. (Specify.) 

1 1 1 1 04 03 00 Algebra and Statistics 

Topics in algebra and statistics studied in 
general mathematics frequently include: 

11.11 04 03 01 . 

Introduction to algebra, including 

symbols, formulas, positive and negative numbers, 
equations, and inequalities 



11.11 04 03 02 

Ratio at)d proportion; trigonometry ot^ 

the right triangle 

11.11 04 03 03 

Calculation of mean, median, and mode 



11.11 04 03?04 

-Statistical graphs 

11.11 04 03 05 

* Informal numerical probability 

11 11 04 03 99 Other Algebra and Statistics Topics 
in Fourth-year General Mathematics 
Include here'othcr topics in algebra and 
statistics emphasized in the fourth year of general 
mathematics which may be identified in the list under 
11 03 00 00.00 Algebra or under 11-.15 00 00 00 
Probability and Statistics or under 11.02 00 00 00 
Mathematics {7th and 8th grades), or which are not^ 
included in these lists or^bove. (Specify.) 
* 

11.12 00 00 00 GEOMETRY 

The branch of mathematics in which the subject 
matter is designed to provide opportunities for pupils 
to (1) acquire information about geometric figures in 
the plane and in space, (2) gain understanding of the 
deductive method of thinking, (3) develop skill in . 
applying the deductive method to mathematical situa- 
tions and (4) develop creative thinking by means o. 
original exercises involving both the discovery of 
relationships and their proofs. Geometry is the subject 
matter of mathematics which emphasizes the use ol 
logic in establishing proofs concerned with relation- 
ships involving points and lines in two- and three- 
dimensional space. The following topics are usually 
'included for study in geometry. (Topics selected 
from the following list, as well as topics 1 . not listed 
below, may serve to describe the instructidnal. sub- 
ject matter of geometry-plane geometry, solid 
geometry, plane and solid geometry (integrated), 
and other geometry.) •* 

11.12 00 01 00 

Properties of common geometric figures: taj 

in the plane, and (b) nvspace 

11.12 00 02 00 

The nature of proof: undefined items, deli- 
nitions, assumptions, inductive and deductive reason- 
ing,and elementary logic 
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II, MATHEMATICS-(Cdntinued) 

11.12 00 03 00 

Statement and proof of conjectures in- 
volving geometric relationships 

. 11.12 00 04 00 

Proof of theorems related to (a) plane 
figures-points, lines, angles, polygons, circles, and 
others, and ,(b) ^pace-points, lines, planes, and solids 

11.12 00 05 00 

Problem solving: numerical applications in- 
volving geometric figures and 'properties; algebraic 
methods in the solution of geometric-problems * 

11.12 00 06 00 

Constructions with ruler and compasses; 

proofs 

11,12 00 07 00' h * 

Geometric drawing in two and three dimen- 
sions 

11-12 00 08 00 

Geometric measurement: linear, angular, 
surface, and space 

11.12 00 09 00 

Coordinate geometry in (a), the plane, and 
(b) space . * 

11.12 00 10 00 

Simple trigonometric relationships of the 
right triangle 

11.12 00 11 00 * * 

Considerai >n of, the exigence 0 f non- 
Euclidean geometries 

31.12 00 99 00 Other Topics in Geometry 

Include here other tppics emphasized in 
geometry which are not listed above. (Specify.) 

11.12 01 00 00 Analytic Geometry 

The study of plane and solid Euclidean geome- 
try by means of coordinate systems and the associated 
representations of geometric objects by algebraic ones. 
The following topics usually are included for study: 

11.12 01 01 00 

The Euclidean plane and the Cartesian plane 
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11.12 01 02 00 

Line segments, slopes, angles, length, and 
area 9 

11.12 01 03 00 

Equations and properties of lines 

11.12 01 04 00 

Geometric and algebraic invariance-the idea 
of analytic proof of geometric theorems 

11.12 01 05 00 

Loci in the plane, including circles 

11.12 01 t)6 0ft 

Graphs, symmetries, reflections,' and tan- 
gents 

11.12 01 07 00- 

Conies (ellipse, parabola, hyperbola) 

11.12 01 08 00 ^ 
Polar coordinate and l^ci 

11.12 01 09 00 

Parametric ■ representations-higher plane* 
and space curves 

11.12 01 10 00 

^ Vector methods; projection 

11.12 01 99 00 Other Topics in Analytic Geometry 
Include here other topics emphasized in* 
analytic geometry which are not listed above. (The 
more advanced topics may include differential geome- 
try applying calculijs to analytic geometry and analytic 
non-Euclidean geometries such as the geometry to the 
sphere or cf special relativity.) (Specify.) 

11.12 02 00 00 Plane Geometry 

(For description of the subject matter select 
from the following topics.) 

11.12 02 01 00 

Properties of common geometric figures: (a) 
in th(>plane, and (2) in space 

11.12 02 02 00 f ' 

The nature of proof: undefined items,tdefi- 
nitions, assumptions, inductive and Reductive reason- 
ing, and elementary logic 



11.12 02 03 00 - 

Statement and proof of conjectures in- 
volving geometric relationships 

11.12 02 04 00 

Proof of theorems related to (a) plane 
figures-points, lines, angles, polygons, circles, and 
others, and (b) space-points, lines,,planes, andsolids 

11.12 02 05 00 

Problem solving: numerical applications in- 
volving geometric! figures and properties; algebraic 
methods in the solution of geometric problems 

11.12 02 06 00 

Construction with ruler and compasses; 

pfQofs 

11.12 02 07 00 * 

" Geometric drawing in two and three di: 

mensions 

, 11.12 02 08 00 

Geometric measurement: linear, angular* 

surface, and space 

1 LI 2 02 09 00 

t Coordinate geometry in (a) the plane, and 

(b) space 

11.12 02 10 00 

Simple trigonometric relationships of the 

right "triangle * 

11.12 02 11 00 " v 

Consideration of the existence of non- 
Euclidean geometries * 

11.12 02 99 00 Other Topics in Plane Geometry 

Include here other topics emphasized in 
plane geometry which are not listed above. (Specify.) 

*\ 

•\ 

11.12 03 00 00 Plane and Solid Geometry 

(For description of the subject matter select 
from the following topics.), 

11.12 03 01 00 - 

Properties of common geometric figures: (a) 

in the plane, and (b)in space 

> 11.12 03 02 00 ' . 

The nature of proof: undefined items, deti- 
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nitions, assumptions, inductive and deductive reason- 
ing, and elementary logic 

11.12 03 03 00 

Statement and proof of conjectures in- 
volving geometric relationships 

11.12 03 04 00 . 

Proof of theorems related to (a) plane 
figures-points, lines, angles, - polygons, circles, and 
others, and (b) space-points, lines, planes,, and solids 

U.12 03 05 00 

Problem solving: numerical applications in- 
volving geometric ' figures and properties; algebraic 
methods In the solution of geometric problems 

11.12 03 06 00 

Constructions with ruler and compasses; 

proofs 

11.12 X)3 07 00 

Geometric drawing in two and three dimen- 
sions 

11.12 03 08 00 * ' 

Geometric measurement: linear, angular, 

surface, and space 

11.12 03 09 00 

Coordinate geometry in (a) the plane, and v 

(b) space 

11.12 03 10 00 

Simple trigonometric relationships of the 

right triangle 

11.12 03 11 00 

Consideration of the existence of non- 
Euclidean geometries 

11.12 03 99 00 Other Topics in Plane and Solid 
Geometry 

Include here other topics emphasized in 
plane and solid geometry which are not listed.above/ 
(Specify.) . 

11.12 04 00 00 Solid Geometry 

(For description of the subject matter select 
from the following topics.) 

11,12 04 01 00 ; 
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II MATHEMATICS-(Continued) 11.12 99 00 00 Other Geometry ' 

w# . r . ^ Inq|ude here other organized subject matter 

Propaues oi common geometric figures, (a) emphasized in geometry not classifiable or listed ?bove. 



m the* plane, and (b) in space 

11.12 04 02 00 

'The nature of proof* undefined items, defi- 
mtioib, assumptions, inductive and deductive reason- 
ing, and elementary logic 

11.12 04 03 00 

Statement and proof of conjectures in- 
volving geometric relationships * * 

11.12 04 04 00 • 

Proof of theorems related to (a) plane 
figure* -points, lines, angles, polygons, circles, and 
others, and (b) space-points, lines, planes, and solids 

11.12 04 0 5 00 

Problem solving: numerical applications in- 
volving geometric figures and properties; algebiaic 
methods in the solution of geometric problems 

11.12 04 06 00 

Constructions with ruler and compasses; 

proofs 

11.12 04 07 00 

Geometric drawings in two and three dimen-' 

sions 

11.12 04 08 00 

Geometric measurement, linear, an^lar, 
surface, and space 

11.12 04 09 00 

Coordinate geometry in (a) the plane and 

(b) space fc 

11.12. 04 1 0 00 

Simple trigonometric relationships of the 
right triangle 

11.12 04 11 00 

Consideration of the existence of non- 
Euclidean geometries 

11.12 04 99 00 Other Topics in Solid Geometry 

Include here other topics emphasized in 
Miid geometry which are not listed above. 
(Specily.) 



(Specify.) 

11.13 00 00 00 INTRODUCTION TO ANALYSIS 

The learning experiences and subject matter con- 
cerned with selected aspects of'algebra, trigonometry, 
and analytic geometry which are organized into an 
integrated body of content. In practice, the concept of 
a limit and the functions of real nufnbers are empha- 
sized. The following topics in mathematics are usually 
included in the introduction to analysis: 

Li. 13 00 01 00 

The algebra of real numbers 

11.13 00 02 00 

Coordinates of a point in a plane 

11.13 00 03 00 

lines and planes in space 

11.13 00 04 00 

Vectors and complex numbers 

11.13 00 05 00 

Limits, including the derivative and the 
concept of an integral 

11.13 00 06 00 

Polynomials 

11.13 00 07 00 

4 

The conic sections 

* 

11.13 00 08 00 

Periodic functions 

J 1.13 00 09 00 . 

Exponentials and logarithmic functions 

11.13 00 99 00 Other Topics in Introduction to 

Analysis 

Include here other topics emphasized in 
introduction to analysis which are not listed above. 
(Specify.) 

11.14 00 00 00 LIBERAL ARTS MATHEMATICS 
An organization of subject matter concerned with 

the cultural relevance and meaning of mathematics 
designed for pupils for whom technical mathematics is 
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inappropriate. Sometimes this is a full-year course tor 
elementary teachers; but frequently tlic course for 
elementary teachers is separate and more specialized. 
Usually, the subject matter of liberal arts mathematics 
is not designed to comprise a* part of a sequential 
prerequisite for calculus, or . science, or engineering 
courses. The subject matter is^ot standard, but is 
usually chosen to illustrate the role of mathematics in 
the development of westerq civilization, the phi- 
losophy and the nature of mathematics, and the 
relation of mathematics to logic. 

Often miniature deductive geometries of algebraic 
systems of novel" subject matter are included. Material 
from number theory has been found to be interesting 
and to require a minimum of technique. Some 
stochastic models are usually introduced for contrast 
with deterministic ones. The number system and its 
history was formerly considered good material for this 
course but recently has come to be regarded as 
inappropriate because pupils regard it as familiar to the 
point of contempt. 

11.15 00 00 00 PROBABILITY AND STATISlICS 
The study of the first semester of calculus with 
analytic geometry is frequently required as prerequisite 
to the study of probability and statistics. The following 
topics are usually included in probability and statistics: 
(The study of topics identified with an asterisk (*) is 
dependent on the first semester of calculus with 
analytic geometry.) 

lt.15 00 01 00 

Sample spaces; events as subsets 

11.15 00 02 00 

Probability axioms 



Density and distribution functions 

11.15 00 08 00 

Special distributions: binomial, hypergeo- 
metric, Poisson*, uniform, normal*, and exponential* 

11.15 00 09 00 

Limit theorems*: Poisson* and normal ap- 
proximations*, law 6f large numbers, and Central 
Limit Theorem* 

11.15 00 10 00 

Descriptive statistics: means, variances, and 

moments , 

11.15 00 11 00 

Statistical inference: estimation and 

sampling 

11.15 00 12 00 

Hypothesis testing; regression 

11.15 00 99 00 Other Topics in Probability and 

Statistics 

Include here other topics emphasized in 
probability and statistics which are not listed above. 
(Specify.) 

11.16 00 00 00 TRIGONOMETRY 

The study of trigonometric ratios and the circular 
funetions-their relationships„graphs, and applications. 
Problem solving is emphasized throughout the subject 
matter. In practice, the following topics in trigo- 
nometry usually are included for study: 

11.16 00 01 00 

Right-triangle trigonometry 



11-15 00 Finite sample spaces and equiprobable 11.16 00 02 00 



measures 



11.15 00 04 00 

Counting and binomial coefficients 



Oblique-triangle trigonometry 

11.16 00 03 00 

Construction and use of trigonometric 

tables 



11,15 0 °% Conditional probability and independent 11.16 00 04 00 



events ' 

11.15 00 06 00 

Random variables 

11.15 00 07 00 



Unit circle, the winding function, and 
periodicity 

11.16 00 05 00 

Trigonometric functions of real numbers; 

radians 
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1 1 MATHEMATICS-(Continued) 

11.16 00 06 00 

Graphs of trigonometric functions 

11.16 00 07 00 

Inverse trigonometric functions and their 

graphs 

11.16 00 08 00 

Special formulas 

11.16 00 09 00 

Trigonometric identities and conditional 

equations 

11.16 00 10 00 * 
Complex numbers; vectors 

11.16 00 II 00 

Polar representations 

11.16 00 99 00 Other Topics in Trigonometry 

Include here other tomes emphasized in 
trigonometry which are not listed above. (Specify.) 

11.99 00 00 00 OTHER MATHEMATICS 

Include here other organized subject matter empha- 
sized in mathematics which is not listed or classifiable 
above. (Specify.) 

MUSIC 
12.00 00 00 00 

Music is the fine art that utilizes sounds m time in a 
meaningful and organized manner. Subject matter and 
activities in music are designed to impart the skills and 
knowledge necessary for the understanding, apprecia- 
tion, creation, performance, ,and enjoyment of music. 

The Ad Hoc Committee for Music applied the 
following rationale to the selection of the items for 
placement in the Music area. (I) the various items 
selected and qlassified were determined by consensus 
of the committee to include the aspects of music most 
commonly tai-ht in the United States; (2) the various 
aspects of subject matter selected for classification 
could be defined in brief form using only salient 
descriptive elements; ;,nd (3) the items were iden- 
tifiable by titles whicn were considered to be most 
commonly used in current practice in music. 

Opportunities are frequently provided both during 



and outside regular classtime for pupils to develop 
< interests, skills, and knowledge in selected aspects of 
music as an integral part of the instructional program. 
As an example, the Music Club provides additional 
• opportunities to explore interests, apply various ac- 
quired skills, increase knowledge Jabout different 
aspects of music, and develop appreciation for music in 
our culture. Sucli organized activities,- under ap- 
propriate supervision, are referred to as cocurricular 
activities. A variety of activities is identified under 

20.00 1)0 00 00 Cocurricular Activities in chapter 5 
beginning on page 146; and they are described more 
fully in this chapter beginning on page 242. As an 
Ulustration, the Music Club is identified for reporting 
purposes under Cocurricular Activities as Item 

20.01 21 00 00. 

Many items of information in chapter 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples, see x 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement on pages 71-78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 • 
on page LI and in figure 2 on page 13. * 

Included in" this subject-matter area are the items of 
information which identify the various subjects in the 
music area. 

12.01 00 00 CO MUSIC (GENERAL EDUCATION) 
Organized subject matter and musical experiences 

consisting of an extensive and -varied study of music 
designed for all pupils. The purpose of these music 
experiences is to provide basic education in music * 
similar to that in other subject areas necessary to 
general cultural development. Through participation 
and study, pupils develop basic musical skills and gain 
insights into the art of music. 

12.02 00 00 00 MUSIC LITERATURE AND/OR 

HISTORY 

Organized subject matter and learning experiences 
designed to further pupils' knowledge, comprehension, 
and appreciation of various types and styles of music! 

13.03 00 00 00 MUSIC THEORY 

The study of principles of music, including rudi- 
ments, harmony, counterpoint, form and analysis, and 4 
orchestration; skills such as sight singing, ear training, 
and conducting; and composition. In practice, the 
various aspect^ of music theory may be organized into 
more specific bodies of subject matter for instruction 
such as the following: 
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12.03 01 00 00 Fundamentals 
12.^3 02 00 00 Harmony 

12.03 99 00 00 Other Music Theory 

Include here other organized subject matter and 
experiences emphasized in music theory which are not 
listed above. (Specify,) 

12.04 00 00 00 VOCAL MUSIC 

Learning experiences designed for the study of 
vocal repertoire and the development of vocal skills 
through solo and choral performance. Subject matter is 
organized to provide" for instruction in a variety 
situations such as: 

12.04 01 00 00 Choir, Chorus, and/or Glee Club 

A large ensemble of pupils organized") study, 
rehearse, and perform choral literature in various 
combinations. This musical experience pfovidcs oppor- 
tunities for the pupil to gain knowiedge and under- 
standing and to develop skills through performance in 
groups such as the following* 

12.04 01 01 00 Female 

12.04 01 02 00 Male 

12.04 01 03 00 Mixed 

12.04 02 00 00 Vocal Instruction 

Instruction designed for developing skills and 
knowledge in vocal performance in situations such as 
the following: 



12.04 02 01 OO^Group 

12.04 02 02 00 Individual 

12.04 03 00 00 Small Vocal Ensembles 

A vocal chamber group such as a trio, quartet, 
octet, and/or madrigal ensemble that offers opportuni- 
ties not available in larger groups^ 

12.04 99 00 00 Other Vocal Music 
Include here other organized subject matter and 

learning experiences emphasized in vocal music which 

are not listed above. (Specify.) 

12.05 00 00 00 INSTRUMENTAL MUSIC 
Learning experiences designed for the study of 

instrumental repertoire -and the development of instru- 



mental skills through solo and group performance. 
Subject matter is organized to pfovide for instruction 
in a variety of situations such asf ■ * 

12.05 01 00 00 Band 

An ensemble of wind and percussion players 
organized to study, rehearse, and perform the reper- 
toire for this medium. Among the different classifica- 
tions of bands, depending upon size, repertoire, and 
function, are the following which are organized for 
instruction: 

12.05 01 01 ,00 Concert 

12.05 01 02 0(5 Marching 

12.05 01 03 00 Stage 

12.05 01 99 00 Other Band 

Include'here other organized subject matter 
and experiences emphasized in band which are not 
listed above. (Specify.) 

12.05 02 00 00 Orchestra 

An "ensemble of string, wind, and percussion - 
players organized tc study, rehearse, and perform the 
repertoire for this medium. Among the different 
combinations of orchestras, depending upon size, 
repertoire, and function, are the following which are 
organized for instruction: 

12.05 02 01 00 Chamber 

12.05 02 02 00 Full 

12.05 02 03 00 String 

12.05 02 9'9 00 Other Orchestra 

Include here other organized subject matter 
and experiences emphasized in orchestra which are not 
listed above. (Specify.) 

12.05 03 00 00 Small Instrumental 
Ensembles 

An instrumental chamber group such as a trio, 
quartet, or quintet that offers opportunities not 
available in larger groups. 

12.05 04 00 00 Instrumental Instruction 

Instruction designed for developing skills and 
knowledge in instrumental performance in situations 
such as the following: 



12 MUl>IC~(Conthwecl) 
12.05 04 01 00 Group 
12 05 04 02 00 Indmdual 

12.05 99 00 00 Other Instrumental Music 

include here other organized subject matter and 
experiences emphasized in instrumental music which 
are not listed above. (Specify.) 

12.06 00 00 00 RHYTHM AND BODY MOVE- 

MENT 

' (For definition see 08.03 04 02 00 Rhythms 
under HEALTH AND SAFETY IN DAILY LIVING 
P1I\ SICAL EDUCATION, AND RECREATION.) 

12.07 00 00 00 HUMANITIES 

The stud> of a group of related subjects such as art, 
.literature, music, religion, history, philosophy and 
classical and modern foreign languages - with music 
usually forming the core concerned With man's mdi-V 
\idual cultural achievement* and values in soeiS^s,, 
distinguished from social institutions and customs of" 
the natural world. Sometimes aspects- of the various 
subject-matter areas are taught separately but relatedly; 
in other instances these aspects of subject-matter areas 
are fused or integrated. (See also 02.01 03 00 00 
Humanities under ART. 05.03 69 00 00 Humanities 
un.der ENGLISH LANGUAGE ARTS. 
03.03 00 00 00 Humanities under FOREIGN 
LANGUAGES, and^ 15.09 00 00 00 Humanities 
under SOC IAL SCIENCES/SOCIAL STUDIES,) . 

12.99 00 00 00 OTHER MUSIC 

Include here other organized subject matter and 
experiences emphasized in music which are not listed 
or classifiable under one of the major categories above, 
t Specify J 



NATURAL SCIENCES 
13.00 00 00 00 

The natural sciences include the\ body of related 
subject matter, or the bod> of related courses, organ- 
ized for carrying on learning experiences concerned 
with knowledge of the physical and Wlogieal world, 
and ot the processes of discovering and validating this 
Knowledge. 

The Ad Hoc Committee for Natural Sciences 
applied the following rationale to the selection of 



substantive content for placement m the Natural 
Sciences area: (I ) the items selected and classified were 
•determined by the committee as representing the 
subject matter most commonly taught in natural 
sciences in the United States; (2) the various aspects of 
subject matter were identified by titles which were 
considered as being most commonly used; and (3) the 
various aspects of subject matter could be defined in 
brief foim using only salient descriptive elements. 

Opportunities are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
natural sciences as an integral part of the instructional 
program. As an example, the Science Club provides 
additional opportunities to pursue personal interests, 
apply various acquired skills, and develop leadership 
qualities through club activities. Such organized activi- 
ties, under appropriate supervision, are referred to as 
cocurricular activities. A variety of activities is identi- 
fied under 20.00 00 00 00 Cocurricular Activities in 
chapter 5 beginning on page 146; and they- are 
* described more fully in this chapter beginning on page 
242. As an illustration, the Science Club is identified • 
for reporting purposes under Cocurricular Activities as 
Item 20.01 28 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matte' in the instructional program. For examples, see ■ 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement on pages 71 -78,a*nd the 
items classified in the X 32 00. Series-School Serv-* 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13, 

Included in this subject-matter area are the items of 
information which identify various aspects of the 
natural sciences. 

13.0! 00 00 00 GENERAL SCIENCE (INCLUDING 
ELEMENTARY SCHOOL 
SCIENCE) 

An organization of subject matter which usually, 
includes representative topics from the biological, 
physical, and earth-space sciences. Learning expen- 
ences involve pupils in observing, exploring, dis- 
covering, and experimenting for purposes of achieving 
understanding of how scientists work and what they 
know about the universe. General science is- primarily 
studied in elementary and junjo'r high schools, but 
similar courses with titles such as Comprehensive 
Science or Survey of Sciences are offered at the senior 
lugh school or junior college level. 
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If deured, the subject matter oi instruction in 
general science may be described in greater detail 
through the use of the appropriate topic titles included 
in items 13,02 00 01 00-13.02 00 24 00, 

13.03 00 01 00-13.03 00 34 00, and 

13.04 00 01 00-13.04 00 \9 00. 

13.02 00 00 00 BIOLOGICAL SCIENCES (IN- 
CLUDING GENER \L BIOLOGY) 
The environments, interrelationships, processes, 
classification/evolution, and structure and function of 
living orcanisms -plants, protists, and animals. 

13.02 01 00 00 Botany - * 
The study of plants. 

13.02 02 00 00 Microbiology 

Tie study of bacteria, viruses, algae, fungi, and 
other monera and protista. 

13.02 03 00 '00 Zoology 
The study of animals. 

13.02 90 00 00 Other Biological Sciences 

Include here other biological sciences which are 

• emphasized in instruction and are not listed above. 
(Specify.) 

MAJOR ASPECTS OF THE BIO- 
LOGICAL SCIENCES; 

13.02 00 01 00 Ana'omy 

The branch of biology that relates to the 
structure of a living organism or any of its parts. 

13.02 00 02 00 Anthropology 

The science of man, both physical and 
cultural, and the relationship of man to his cultural 
environment and to the societies in which he groups 
himself. (See also 15.01 06 00 00 Physical Anthro- 
pology under SOCIAL SCIENCES/SOCIAL 

* STUDIES.) 

13.02 00 03 00 Bacteriology 

The science which deah with the study of 
microorganisms and their effects on -other organisms. 
This may include such topics as viruses, fungi, aerobic 
and anaerobic bacteria, antitoxins, antibiotics, anti- 
gens, and bacteriophage, 

* 13.02 00 04 00 Behavior 

The science which de^s with 'he ways in 



which an organism responds to stimuli, its aetiv/y or 
change in relation to the environment, conditioning 
tropisms, irritability, and innate and learned behavior. 

13.02 00 05 00 Biochemistry 

The branch of chemistry that deals with 
planjs and animals and their life processes. 

13.02 00 06 00 Biometrics 

The sciencp of measurement and statistics as 
used in connection with plants and animals 

13.02 00 07 00 Biophysics 

The application of physical principles and 
methods to biological organisms and their processes. 

13.02 00 08 00 Cellukur Phenomena (Cytology) 

The area of biology which considers the cell 
as a unit of organization in plant&and animals and gives 
consideration to the structure, function, pathology, 
and life history of cells. 

13.02 00 09 00 Conservation (Environment) 

The science concern^ -vith the develop- 
ment, protection, use, and management of all our 
resources loi the needs and enjoyment of all the 
people. Emphasis in instruction may be on natural or 
human resources, or both. 

13.02 00 10 00 Development Biology 

Those processes and events in development 
which relate to oi include growth, cellular differentia- 
tion and morphogenesis. ^ 

13.02 00 11 00 Ecology 

The study of natural mutual relationships 
between organisms and all factors comprising their 
environment. 

13.02 00 12 00 Entomology 

The science that deals with all knowledge 
pertaining to insects. 

13.02 00 13 00 Evolution 

The study of the processes and changes by 
which any living organism acquires the morphological 
and physiological characteristics which distinguish it 
from other living things. 

4 

13.02 00 14 00 Genetics 

The study of the production and develop- 
ment of varieties by the transmission of traits from 



13 NATURAL SCIENCES -(Continued) 

parents to offspring. Aspects of this study include trail 
inheritance, variation, and genetic code. 

13.02 00 15 00 Molecular Biology 

The area of biology which considers the 
liMng organism at the molecular level and gives 
consideration to such topics as molecular structure and 
process, metabolic energy, respiration, photosynthesis, 
DNA and RNA. 

13.02 00 16 00 Nature Study 

The consideration of objects, organisms, and 
their environment and behavior in nature. 

13.02 00 17 00 Nutrition 

- The study of biochemical and physiological 
processes hy which plants and animals take in, absorb, 
and transport food substances for promoting growth 
and other body functions. 

13.02 00 18 00 Organic Systems 

The study of systems essential to life 
processes, such as the circulatory, respiratory, di- 
gestive, excretory, nervous, skeletal, and reproduc- 
tive systems. 

13.02 00 19 Origins of Life 

The study of the phyletic origins of 
present day forms of life from previously existing 
forms. 

13.02 00 20 00 Physiology 

" Thf branch of biology that relates to the 
functions of living organisms or any of their parts. 

13.02 00 21 00 Reproduction 

The study of tb<* process by which plants 
and animals give rise to offspi^ - bv either asexual or " 
sexual means. 

13.02 00 22 00 Taxonomy 

The study of the science which, considers 
the nomenclature and classification of living organisms 
and the logic and method of such classification. 

13.02 00 23 00 Technological ^ppKcations 

The study of aspects of the biological 
science, as oriented to the needs of individuals, 
industries, or government, this includes applications in 
research, production, and human welfare. 



13.02 00 99 00 Other Major Aspects of the Biologi- 

' ,cal Sciences ' 
Include here other major aspects of the 
biological sciences which are emphasized in instruction 
and are not listed above. (Specify.) 

13.03 00 00 00 PHYSICAL SCIENCES (IN- 

CLUDING GENERAL PHYSICAL 
SCIENCE) 

The organization of subject matter that usually 
includes for study the major Jopics, concepts, pro- 
cesses, and interrelationships of chemistry-, and 
physics. Considerations may sometimes be given to 
topics which are included under the earth-space 
sciences, such as geology and astronomy. 

13.03 01 00 00 Chemistry / 

The study of the composition, structure, and 
properties of matter, and of changes m matter, 
including the accompanying energy phenomena. 

u2 00 00 Physics- 

The studv of the branch, of science that is 
concerned with matter and energy, including the study 
of phenomena associated with mechanics, heat, wave 
motion, sound, electricity and magnetism, light, and 
atomic and nuclear structure. 

13,03 99 00 00 Other Physical Sciences 

Include here other physical sciences (not in- 
cluding "earthspace sciences") which are emphasized in 
instruction and are notlisted above. (Specify.) 

i * 

MAJOR ASPECTS OF THE PHY- 
SICAL SCIENCES: 

13.03 00 01 00, Astronomy 

(For definitions see 13.04 01 00 00 As- 
tronomy under Earth-Space Sciences.) 

13.03 00 02 O0 Atomic and Molecular Structure 

*The study of such areas as the atomicity of 
matter, the structure of atoms and molecules, and 
atomic and molecular spectra, 

13.03 00 03 00 Biochemistry 

(For defintion see 13.02 00 05 00 Bio- 
chemistry under Biological Sciences.) 

13.03 00 04 00 Biophysics 

(For definition see 13.02 00 07 00 Bio- 
physics under Biological Sciences.) 
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13.03 00 05 00 Chemical Bonding 

The study of the bonding among atoms in 
ions and molecules: t\pes, lengths, and strengths of 
bonds;* geometrs of molecules, relationships of bonds 
to the ph>sical and chemical properties of substances 
and energy considerations. 

13.03 00 06 00 Chemical Calculations 

The" quantitative treatment of chemical re- 
actions and solution phenomena such as manipulation 
of units in solving problems* uncertainty, significant 
figures, and use of the slide rule. 

13.03 00 07 00 Chemical Reactions 

The *tudy of chemi;al changes, including 
topics such as formula*, equations, oxidation-reduc- 
tion, equilibrium" conditions, »ates of region and 
energy effects. 

13.03 00 08 00 FK-tnciiyrfnd Magnetism 

The study of static and moving electric 
charges, electric tind magnetic fields, electric c*-:uit& 
(direct- and/or alternating-current phenomena) and 
electromagnetic effects. 

13.03 00 0° 00 Electronics 

Hie study of such topics as the controlled 
flow -of charged particles through a gas, vacuum, or 
crystal lattice, thermionic emission, amplification, recti- 
fication, light-sensitive devices and indicators (e.g., cath- 
ode ray tubes). television, -semiconductor sand transistors. 

- J 3. 03 00 10 00 fcqui' bnum 

The study of factors affecting the extent of 
a chemical reaction such as the dynamic nature of the 
equilibrium condition, equilibrium constants, free 
energy, and hi Oiateher's principle. 

13,03 00 II 00 Geology 

(For definition see 13.04 0 2 00 00 Geol- 
ogy under tarth-Space Sciences.) 

13,03 00 12 00 Heat 

Hie study of this form of energy in relation 
to, dlanges of state, temperature, gas laws, molecular 
motion, and thermodynamic laws. 

13.03 00 IXOO inorganic Cliemistry 

The study of the chemistry of noncarbon 
eomp^undv 



The study of heat afid pressure phenomena 
based on the motions and collisions of atoms and 
molecules, temperature, gas laws, energy equivalences, 
and conservator. 

13.03 00 15 00 Materials Science 

The study of the structure, reactions, func- 
tions, and synthesis of alloys, ceramics, and plastics. 

13.03 00 16 00 Measurement 

Includes the study of units, instruments, 
limits of errors, comprehension of scale, and statistical 
analysis associated with the comparison of some 
physical characteristic with an accepte-i standard. 

13.03 00 17 00 Mechanics 

The study offerees and theii relation to the 
motion of bodies: Newton's Laws, conservation prin- 
ciples, energy and momentum, machines, and forces in 
fluids. 

13.03 00 18 00 Meteorology , / 
1 {For definition see 13.04 03 00 00 
Meteorology *mder Earth-Space Sciences.) 

13.03 00 19 00 Nuclear Science 

The study of areas such as the structure of 
the nucleus, radioactivity, energy-mass equivalence, 
radiation detection and measurement, and energy 
effects produce 1 when nuclear particles are disturbed 
by external forces. 

13.03 00 20 00** Oceanography 

(For definition see 13.04 04 00 00 Ocean- 
ography under Earth-Space Sciences.) 

.13.03 CO 21 00 Optics 

The study of the nature and propagation of 
light and other electromagnetic radiations, wave 
characteristics, geometrical optics (mirrors and lenses), 
color, and vision. 

13.03 00 22 00 Organic Chemistry 

The study of the chemistry of carbon 
compounds-their prpperties, chemical behavior, prepa- 
ration. u:vi uses, 

13.03 00 23 0(1 Periodic Properties 

mw j^iy of the periodicity in the proper- 
ties of demenis andNrelationship to atomic structure. 



13.03 00 14 00 Kinetic Molecular Theory 



13.03 00 24 00 Physicalbiemistry 
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-13 NATURAL SCIENCES-(Continued) 

The study of the application of physical 
principles 4^ chemical systems: gas laws, thermody- 
namics, kinetics, solubility phenomena, and equilib- 
rium. 

13.03 00 25 00 QuaUtativ^Analysis 

The branch of chemistry concerned with the 
deict'ion or identification of a substance (element, 
lcnTor compound) by nonquantitative tests. 

J3.G3 00 lb 00 Quantitative Analysis ^ 

The branch of chemistry concerned* with the 
determinate m of the amount of a substance (element, 
ion, or compound ) by quantitative tests. 

. f3.03 00 .27 00 Quantum Mechanics 

Includes the study of ,the behavior of 
electrons and nuJeons, the duality of energy and 
matter (wave and particle models), relativit>, statistical 
and Wave mechanics, and all aspects of quantum 
tbeur>.- 

13,03 00 28 CftTsolid State Physics 

The study of the structure and proper- 
tics of solids such as crystals^ alloys, semiconduc- 
tors, super-conductors, and plastics; this includes 
theoretical* aspects of transistors, .lasers, and ce- 
ramic devices. "* 

13 03 00 29 00 Solution Fhenomeiu 

The study of the genera! behavior of soIm 
Uonv solubility, ionization, acids-bases-salts, electro- 
cncmisfry, hydrolysis, and concentration (molarity, 
normality j. 

13.03 00 30 00 Sound 

The study of the sources and wave charac- 
teristics of sound, perception (hearing^ acoustical 
treatments, and njusic. 

13.03 00 3! 00 Stoichiometry 

Hie study of energy and material balances 
in chemical systems, multiple and definite proportions, 
and balancing equations. 

13.03 00 32 00 Technological Applications 

The study of aspects of the physical sciences 
as oriented to the needs of individuals, industries, or 
government, this, includes applications in research, 
production, and human welfare. 



'13.03 00 33 00 Thermodynamics 

The study of energy changes in physical and 
chemical systems, in physics, the interrelationships of 
heat and mechanical energy; and in chemistry, the 
relationship of heat to chemical reactions. 

13.03 00 34 00 Wave Phenomena 

The studyM)f general characteristics of 
periodic wave motion (length, frequency, velocity, 
amplitude, energy" transfer, reflection, refraction, inter- 
ference, diffraction. . .) with emphasis on similarities of .* 
different types of waves (light, sound). 

. 13.03 00 99 00 Other Major Aspects of the Physical 
Sciences 

Include here other nupr aspects of the 
physical sciences which are emphasized in instruction 
and are not listed above. (Specify.) 

13.04 00 00 00 EARTH-SPACE SCIENCES (IN- 

CLUDING GENERAL EARTH- 
SPACE SCIENCE) " 
Facts, concepts, and principles of geology, astrono- 
my, meteorology, oceanography, and space exploration 
which a*e interrelated in the study of the natural 
environment of both earth and space. 

13.04 01 00 00 Astronomy 

The study of matter and energy in the universe. 
This includes the solar system, stars, galaxies, nebulae, 
and other extragalactic phenomena. The instruments 
used for study and th£ related mathematics are 
important aspects of astronomy. 

13.04 0^ 00 00 Geology 

The study of the composition, structure, and 
^history oC the earth and of earth processes. Content 
areas such as mineralogy, petrology, structural geology, 
physiography, pajeontology, historical geology, and 
ecojiomic-geolbgymiay be included. 

13.04 03 00 00 Meteorology 

The science ,of the atmosphere and all of the 
aspects of rrtatter-energy exchange. It involves the 
study of weather and climate, including humidity, 
temperature, atmospheric pressure, air masses and 
motion, clouds, precipitation, and interrelationships on 
both local andglobal scales. 

13.04 04 00 00 Oceanography 

Hie study of the oceans and other large bodies 
of water. Oceanography, which draws heavily frogi 
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physics, cliemistry, marine biplogy, and geology, ^ 
concerned with processes, compositional features, the 
interactions with the atmosphere and lithosphere, and 
biological interrelationships. 



13.04 05 00 00 Space/Exploration 

The science of spacecraft, propulsion systems, 
launching, orbiting, rendezvous, spaceflight, solar- 
system destinations, and biological effects on man or 
other organisms. 

13.04 99 00 00 Other Earth-Space Science^ 

Include here other earth-space sciences which 
ari empbas'zed in instruction and are not fisted above. 
(Specify.) 



M^JOR ASPECTS OF 
EARTH-SPACE SCIENCES: 



THE 



13.04 00 01 00 Aeronautics 

The study of the structure of flight of 
aircraft -aviation. 

13.04 00 02 00 Astronautics 

The study of the problems associated with 
travel in space, 

13.04 00 03 00 Biological Interrelationships 

The study of the interactions between .an 
organism and its environment as evidenced in paleon- 
tology, exobiology, marine biology, arid ecology. 

13,04 0 0 04 00 Climatology 

The study of climates, their causes and 
effects over long time periods, and on regional or 
global scales. 

13.W 00 05 00 cosmology , 

The study of the principles, theories, and 
philosophy concerned with the nature of the universe 
as a whole, including its origin and evolution. 

O 

13.04 00 06 00 Earth Changes 

The study of the changes through geologic 
time (evolution), and the change in slvnt periods of 
time, such as orosion, weathering, volcanic eruptions, 
and earthquakes. 

13.04 00 07 00 Forces and Motion » z 

The study of gravitational, electromagnetic, 
and nuclear actions which result in various natural 
events such 4> air and ocean currents, planetary 



motion, tides, seasons, and the thermonuclear reactions 
of the stars. 

.13.04 00 08 00 Geochemistry 

The study of the chemical composition, 
structure 5 , and reactions of earth materials. 

13.04 00 09 00 Geophysics 

* The study of the physics of the earth and its 
environment in space, including phenomena such as 
fields and forces, mass and motion, time and space, and 
matter and energy. 

13.04 00 10 00 Hydrology 

The study of water, including its various 
forms and properties; its distribution in oceans, lakes, 
streams, underground formations, glaciers, and in the 
atmosphere ; and the hydrologic cycle. 

13.04 00 11 00 -Instrumentation and Analytical 
Methods* 

The study of the instruments* and tech- 
niques used to gathw observations may be supple- 
mented through the use of instruments such as 
spectroscopes, telescopes, seismographs, microscopes, 
.weather balloons, satellites, and sonar. 

13.04 Q0 12 00 Levels of Organization 

The study concerned with.systems of group- 
ing and levels of complexity and magnitude of earth 
phenomena such as atoms;- air masses, galaxies, min- 
erals, rocks, and mountains, and scal^and complexity. 

13.04 00 13 00 Matter-Energy Exchange 

The study of the conservation of mass and 
energy and the exchange of these across the boundaries 
(interfaces) between lithosphere, hydrosphere, and 
atmosphere. 

13.04 00, 14 00 Measurement 

** (For definition see 13.03 00 16 00 Meas- 
urement under Physical Sciences.) , 

13.04 00 15 00 Paleontology 

The study of prehistoric forms of life such 
as plant nnd animal fossils. 

13.04 00 16 00 Physical Geography 
^ The study," description, and mapping of 

surface phenomena of the earth. 



13.04 00 17 00 Soil Science 
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13 NATURAL SCIENCES-(Continued) 

The study of the formation, classification, 
tapping, and the physical, chemical, biological, and 
fertility properties of soils. s 

13.04 00 18 00 Uniformitarianism 

The study of existing processes as a key to 
understanding the past, based on the theoretical 
uniformity of all geologic processes throughout all 
time. 

13.04 00 19 00 Technological Applications 

The stud> of aspects of the earth-space 
sciences as oriented to the needs of individuals, 
industries, or government, this includes applications in 
research, production, and human welfare. 

H04 00 90 00 Other Major Aspects of the Earth- 
Space Sciences 
Include here other major aspects of the 
^rth-space sciences which are emphasized in instruc- 
tion and are not listed above. (Specify .) 

OFFICE OCCUPATIONS' 
14.00 00 00 00 

TWs hndy of subject matter, or combinations of 
courses and practical experience, is organized into 
programs of instruction to provide opportunities'for 
pupils to prepare for and achieve career objectives in 
elected office occupations In the instructional process 
various jspecfs of subject matter frequently are drawn 
from other subject-matter areas. Learning experiences 
are designed [6 lead to employment and/or advance- 
ment «>f individuals in occupations ,r public or private 
enterprises or hrgamzations related to the facilitating 
function of th6 office. "Facilitating function/* as used 
here refers to the expediting role played by office 
occupations a] the connecting link between the pro- 
duction and distribution activities of an organization, 
Included is a variety of activities, such as recording and 
retrieval of data, supervision and coordination of office 
activities, internal and external communication, and 
the reporting of information, 

The Ad Hoc Committee for Office Occupations 
applied the following criteria to the selection of 
substantitive content for placement in the Office 
Occupations subject-matter area. (1) the content was 
determined by consensus of the committee to be 
unique and appropriate to office occupations in terms 

O ~2: 



. of the Vocational Education Act of 1963; (2)subject- 
matter items could be defined in brief form using only 
salient descriptive elements, and (3) the variou& aspects 
of organized subject matter classified under Office 
Occupations were identifiable by titles which the ad 
hoc committee considered to be most appropriate to 
office occupations. 

Opportunities are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
office occupations as an integral part of the instruc- 
tional program. As an example, the Office Education 
Association provides additional opportunities to de- 
velop leadership, other qualititos, and an understanding 
of the world of work in office occupations. Such 
organized activities, under appropriate supervision, are 
referred to as cocumcular activities. They may be 
designed for participation of pupils as individuals or in 
groups, and are an. integral part of classwork. A variety 
of activities is identified under 20.00 00 00 00 Co- 
curricular Activities in chapter 5 beginning on page 
146, and they are discussed more fully in this chapter 
beginning on page 242. As an illustration the Office 
Education Association is identified for reporting pur- 
poses and further described under Cocurricular Activi- 
ties as Item 20.01 25 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the items classified in the X 07 00. Series-Evaluation 
aAd Curriculum Improvement on pages 71 -78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 11 and in figure 2 on page 13. 

Under this heading are the items of information 
which identify categories of career objectives in office 
occupations, and around whicn courses and practical 
experiences are developed. 

14.01 00 ,00 00 ACCOUNTING AND COMPUTING 
OCCUPATIONS 
Planned learning experiences which include a com- 
bination of courses and practical experiences con- 
cerned with systematizing information about transac- 
tions and activities into accounts and quantitative 
records, and paying and receiving money, Career 
objectives are identified with a vanety«of occupational 
groups and specialization (as indicated in the Die- 
tiohufy of Occupational/ Titles), such as Junior Ac- 
countants, Bookkeepers, Cashiers, Machine Operators, 
Tellers, and Other Accounting and Computing Occu- 



pations. (See also the category 03.01 00 00 00 Ac- 
counting, and 03.03 06 00 00 Payroll Record 
^Keeping, 03.08 00 00 00 Business Finance, 
03.09 00 00 00 Business Law, 03.12 00 00 00 Busi- 
ness Statistics, and 03.26 01 00 00 Business Prin- 
ciples under BUSINESS.) 

14.01 01 00 00 Accountants 

•Programs concerned with the paraprofessional 
duties supporting the accountant in organizing, de- 
signing, and controlling numerical and financial data. 
(D.O.T. No. 160. series) 

14.01 02 00 00 Bookkeepers 

Programs concerned with computing, clas- 
sifying, and recording numerical data to keep financial 
records. (D.O.T. No. 210. series) (See also the category' 
03.03 00 00 00 Bookkeeping under BUSINESS.) 

14.01 03 00 00 Cashier, 

Programs concerned with receiving and dis- s 
housing money in establishments other than banks, and 
usually 'involving the use of machines, including cash 
registers and change makers. (D.O.T. No. 21 1. series; 

14.01 04 00 00 Machine Operators: Billing, Book- 
keeping, and Computing 
Programs concerned with operations and pro- 
cedures utilizing office machines for billing, posting, 
calculating, adding, listing, and mechanizing data 
(other than business data processing equipment). 
(D.O.T. Nos. 214., 215., 216., and 217. series) (See 
also 03.03 05 00 00 Machine Bookkeeping and the 
category 03.10 00 00 00 Business Machines under 
BUSINESS.) 

14.01 05 00 00 Tellers 

Programs concerned wUh disbursing and re- 
ceiving money in a bank and recording the transac- 
tions. (D.O.T. No. 2 10. series) 

14.01 99 00 00 Other Accounting and Computing 

Occupations % • 

Programs concerned with computing and ac- 
counting office occupations-emphasized in instruction 
which are not classified above, including emerging 
occupations. (D.O.T. Ho. 219. series) (Specify.) 

14.02 00 00 00 BUSINESS DATA PROCESSING 

SYSTEMS OCCUPATIONS 
Planned learning activities which include a combina- 
tion of courses and practical experiences concerned 

O 



with, business data processing systems and operations. 
Career objectives are identified with various occu- 
pational gioups and specializations (as indicated in the 
Dictionary of Occupational Titles), such as Computer 
and Console Operator, Peripheral Equipment Opera- 
tors, Programmers, Systems Analysts, and other busi- 
ness data processing systems occupations. (See also 
03.01 02 00 00 Accounting Systems, 

03.01 05 00 00 Cost Accounting 03.01 07 00 00 
Data Procesfing Accounting, 03 .12 00 00 OOBusiness 
Statistics, 03.17 00 00 00 Data Processing and Com- 
puter Operations, 03.17 01 00 00 Introduction to/ 
Data Processing, and 03.17 02 00 00 Data Processing 
Systems under BUSINESS.) 

14.02 01 00 00 Computer and Console J 

Operators 

Programs concerned with the operation of 
an electronic data processing computer, including 
reviewing * program instructions, determining pro- 
cedures for a specific run, readying equipment for 
operation, and" manipulating and monitoring con- 
trjols during operation. When computer trouble de- 
velops and halts the computer operation the 
operator is responsible for seeking the source of 
the trouble. (D.O.T. No. 213. series) (See also 
03.17 05 00 00 Computer .Operation: Introduction 
under BUSINESS.) 

14.02 02 00 00 Peripheral Equipment 
Operators 

Programs concerned with the operation of 
equipment which is auxiliary or peripheral to the 
operation of the electronic data computer. Included 
are the operations of card-to-tape converters, tape-to- 
card converters, high-speed printers, and related equip* 
ment. (D.O.T. No. 213. series) (See also 
03.17 06 00 00 Processing Equipment Operations, 
03,17 06 02 00 Tabulating Equipment Operation, 
and 03.17 06 03 00 Tabulating Machine Wiring under 
BUSINESS.) 

14.02 02 01 00 Key Punch and Coding Equipment 
Operators 

Programs concerned with operating alpha- 
betic/numeric key-punch machines for transcribing 
data from source materials and machines that print 
identification codes on wire, tape, plastic tubing, and 
other materials including installing specified type, code 
letters, and symbols in mandrels. (D;O.T. No, 313. 
series) (See also 03.17 06 01 00 Punch Car(l t Data 
Processing under BUSINESS,) 
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14 OFFICE OCCUPATIONS-(Continued) 

14.02 02 99 00 Other Peripheral Equipment 
Operators ' - , 
Programs concerned with peripheral equip- 
ment operations emphasized in instruction which are 
not classified above, including emeigmg occupations in 
this category. D.O.T. Nos. 213. and 219. series) 
(Specify.) 

14.02 03 00 00 Programmers v 1 < 

Programs concerned with converting symbolic 
statements of business problems to detailed logical 
flow charts for coding into computer language, in- 
cluding: 

ANALYZING all or part of a workflow chart or 
diagram representing a business problem by ap- 
plying knowledge of computer capabilities subject 
matter, aigebra, and symbolic logic to develop the 
sequence of program steps; 

CONFERRING with supervisors and repre- 
sentatives of departments concerned with pro- 
grams to resolve questions of program intent, 
output requirements, input data acquisition, extent 
of automatic programming, coding and modifi- 
cation, and inclusions of interval checks and 
controls; 

WRITING detailed logical flow charts in sym- 
bolic form to represent work order of datav to be 
processed by a computer system, and to describe 
input, output, arithmetic, and logical operations 
involved; 

CONVERTING detailed logical flow charts to 
language processible by computer, 

DEVISING sample input data to provide testing ' 
of program adequacy, 

PREPARING block diagrams to speJfv equip- 
ment configuration; 

OBSERVING or operating a computer to test a 
coded program using actual or sample input data; 

CORRECTING program errors by such methods 
as altering program steps and sequence, 

PREPARING written instructions (run book) to 
guide operating personnel during production runs; 

ANALYZING, revising and rewriting programs 
to increase operating efficiency or to adapt to new 
requirements; 



COMPILING documentation of program de- 
velopment and subsequent ^revisions; and 

SPECIALIZING, in some instances, in writing 
programs for one make and type of computer 
(D.OX No. 020. series) (See also 03.17 04 00 00 
Computer Programming under BUSINESS.) (In- 
cluded as 1,6.04 '01 00 00 Computer Programmer 
under TEC1 IN I CAL EDUCATI ON .) 

14.02 04 00 00 Systems Analysts 

Programs concerned with analyzing and designing 
commercial systems, data methods, systems and pro- 
cedures, and processing business data. Activitiesinclude 
analysis of business problems such as the development of 
integrated production, inventory control and cost, and 
the formulation and refinement of an analysis system 
for conversion to a programmable form for application 
to an electronic data processing system. 

Activities frequently involve conferences with (I) 
the project tlirector of business data processing and 
department heads of units involved to ascertain specific 
output requirements such as types of breakouts, degree 
of data summarization, and formats for management 
reports, and (2) management personnel of operating 
units to revise plans for obtaining and standardizing 
input data. (D.O.T. No. 012. series) . 

Among other respohsibilitics-of-the sysiems anaTyst 
, are- the study of current or the development of new 
systems and procedures to devise workflow sequence; ♦ 
the analysis of alternative means of deriving input data 
to select the most feasible and economical method; and 
the development of process flow charts in outlines and 
. detailed form for programming, indicating external 
verification points such as trial audit printouts. 
Responsibilities may also include directing the prepa* 
ration of programs, but does not include majc . 
responsibilities for technical, scientific, or exatic 
mathematics applications. (D.O.T. No. 020. series) 
(Included as 16.04 C2 00 00 Systems Analyst Tech- 
nology under TECHNICAL EDUCATION.) " x 

14 02 99 00 00 Other Business Data Processing 
Systems Occupation 
Programs concerned with business data pro- 
ceding systems occupations emphasized in instruction 
which are not classified above, e.g., tape librarians who 
are responsible for storing magnetic tapes used in 
processing data and making them available when they 
are again needed. (D.O.T. No. 223. series) (Specify.) 
(See also 03.17 £9 00 00 Other Data Processing and 
Computer Operation under BUSINESS.) 
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14.03 00 00 00 FILING. OFFICE MACHINES, 
AND GENERAL OFFICE CLER- 
ICAL OCCUPATIONS 
Planned learning experiences winch include a com- 
bination of course* and practical expeneiKes con- 
cerned with the" recording and retrieval of data, 
including classifying, suiting, and filing coi- 
respoudence, records, and other data, Career objectives 
are identified with a vuriet) of occupational groups and 
specialization (as indicated m the Dictionary of Occu- 
pational rules), Mich as duplicating Machine Op- 
erators, FmIc Clerks. General Office Clerks, and other 
filing, office machines, and general olfice denial 
occupations. (Sec also 03.10 00 00 00 Business 
Maclwws and 03.14 00 0U 00 Clerical Practice under 
BUSINESS.) 

14.03 01 00 00 Duplicating Machine Operators 

, Programs concerned with reproducing hand- 
written or typewritten matter by use of duplicating 
machines and devices. Efficiency in the operation and 
proper maintenance of vauous t>pcs wf duplicating 
equipment are emphasized. (D.O.T. No. 207 series) 
(See also 03.10 04 00 00 Duplicating Machines under. 
BUSINESS.) 

14.03 02 00 00 File Clerk 

Programs concerned with performing a vartct> 
ot clerical duties utilizing knowledge of s>steim> and 
reports, including copying data and compiling records 
andv reports; tabulating and posting data in record 
books, providing information and conducting inter- 
views, operating oflicc machine*, and handling mail 
and correspondence. (D.O.T^No. 21 °. series) (See also 
03.22 00 00 00 Filing and Record Control under 
BUSINESS.) 

14.03 03 00 00 General Office Clerks 

Programs concerned with performing a variety 
o| clerical duties utilizing knowledge of systems and 
reports, including copying data and compiling records 
and reports, tabulating and posting data in record 
hooks, providing information and conducting inter- 
views* operanng office machines, and handling mail 
and correspondence, (D.O.T. No. 210. series) (See 
also 03,22 00 00 00 Hhtig and Record Control under 
BUSINISS.) 



sized m instruction which are not classified above, 
lududing emerging occupations. (D.O.T. Nos. 208. and 
209. series) (Specify.) 
■ 

14.04 00 00 00 INFORMATION COMMUNICA- 
TION OCCUPATIONS 
Learning experiences which include a combination 
of courses and practical experiences concerned with 
thfi distribution of information, e.g., by mail, tele- 
phone, telegraph, and in person. Career objectives are 
identified with a variety of occupational groups (as 
indicated m the Dictionary of ' Occupational Titles), 
and specialization such as Communication Systems 
Clerks and Operators, Correspondence Clerks, Mail and 
Postal Clerks, Mail-preparing and Mail-handling Ma- 
chine Operators, Messengers and 6ffice Boys and Girls, 
Receptionists and Information Clerks, and other infor- 
mation communication occupations. (See also 
03.06 00 00 00 Business Communications under 
BUSINESS.) 

14.04 01 00 00 Communication Systems Clerks and 
Operators 

Programs concerned with operating telephone 
switchboards and similar equipment for relaying in- 
coming and interoffice calls; establishing connections 
between subscribers, supplying information; calculating 
charges, and operating telegraph and similar equipment 
/ for transmitting and receiving messages! (D.O.T. Nos. 
235. and 236. series) 

14.04 02 00 00 Correspondence Clerks 

Programs concerned with composing corre- 
spondence and related items for the purpose of 
obtaining or giving information. (D.O.T. No. 204, 
scries) (See also 03.06 02 00 00 Report Writing 
under BUSTNESS.) 

14.04 03 00 00 Mail and Postal Clerks 

Programs concerned with preparing incoming 
and outgoing mail for distribution, including time 
stamping, heading, sorting and delivery of incoming 
mail, and sealing and stamping outgoing mail or 
packages, selling postage stamps and postal cards; 
writing money orders, eomputihg mail costs; sorting 
outgoing mail, and recording daily transactions. 
(D.O.T. Nos. 231 . and 232. series) 



I4.U3 W UU 00 Other Filing, Office Machines, and 14.04 04 00 00 Mail ■ preparing and Mtfil - handling 

General Office Clerical, Occupations Machine Operators 

Programs concerned with filing, office ma- Programs concerned with operating machines to 

chines, and general offiwe clerical o^upatioii^ emplta- print names, addresses, and similar information, *on 
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14 OFFICE OCCUPATIONS (Continued) 

t- 

items such as envelopes, accounting ferns, and adver- 
tising luerature; to address, fold, stuff, seal, and stamp 
mail, and to open envelopes. (D.O.T. No. 234. series) 

14.04 05 00*00 Messengers and Office Boys and 
Girls I 
Program* woiicemcJ with running eirands, 
soiling and dehveung leiteis, packages, and messages, 
furnishing workers vvitli clerical supplies, and per- 
forming similar routine tasks in an office. (D.O.T. No. 
230. series) 

14.04 06 00 00 Receptionists and Information 
Clerks 

Programs concerned with meeting the public 
through (I) answering telephone and information 
requests, (2) locating office arid employees, and (3) 
keeping records of callers, making appointments, and 
interviewing people to secure required data, e.g., 
hospital admittance data, insurance data, and similar 
information. (D.O.T. No. 237. series) 

14.04 w 00 00 Other Information Communication 

Occupations 
Programs concerned with information com- 
munication occupations emphasized in instruction 
which are not classified above, including emerging 
occupations. {D.O.T. Nos. 239. and 249. series) 
(Specify.) 

14.05 00 00 00 MATERIALS SUPPORT OCCU- 

PATIONS: TRANSPORTING, 
STORING, AND RECORDING 

PlanncJ learning activities which include a combi- 
nation of course* and practical experiences concerned 
with (I) receiving, storing, issuing, shipping, requisi- 
tioning, and accounting for stores of material or 
material in use; (2) assigning locations and space to 
iteais, including verification of quality, identification, 
condition, and value. (3) preparing or committing 
stocks for shipment; (4) inventorying stock; (5) re- 
plenishing depleted items, and (6) filling orders, and 
issuing tools, equipment, or materials to workers. 
Career . objectives arc identified with a variety of 
occupational groups and specializations (as indicated in 
the Dictionary of Occur utional Titles), such as 
Planning and Production Clerks, Shipping and Re- 
ceiving Clerks, Stock and Inventory Clerks, Traffic, 
Rate, and Transportation Clerks, and other trans- 
porting, storing, and recording occupations. (See also 



03.09 00 00 00 Business Law, 03.12 00 00 00 Busi- 
ness Statistics, and 03.26 01 00 00 Business Prin- 
ciples under BUSINESS.) 

14.05 01 00 00 Planning and Production Clerks 

Programs concerned with routing parts for fabri- 
cating operations or repaus, developing work plans prior 
to production, scheduling work for and delivering parts 
to avoid overproduction, compiling records and reports 
on the number and types of units produced, and schedul- 
ing shipment of parts. (D.O.T 4 No. 221. series) 

14.05 02 00 00 Quality Control Clerks 

Programs concerned with verification of quality 
and quantity specifications. (D.O.T. No. 168. series) 

14.05 03 00 00 Shipping and Receiving Clerks 

Programs concerned with assembling, packing, 
addressing, stamping or receiving, unpacking, verifying, 
and recording incoming merchandise or materials. 
(D.O.T. No. 222. series) 

14.05 04 00 00 Stock and Inventory Clerks 

Programs concerned with receiving, storing, 
shipping, and issuing supplies, materials, and equip- 
ment in a stockroom or warehouse environment, 
including taking inventories, keeping records, and 
requisitioning stock. (D.O.f. No. 223. series) O 

14.05 05 00 00 traffic, Rate, and Transportation 
Clerks 

Programs concerned with calculating fares for 
carriers from rate tables. Included are the study of 
maps to select or lay out and measure travel routes, 
considering type of vehicle, distance, destination, and 
passenger or rate service, the preparation of written 
reports or informing customers orally, and computing 
schedules and cost factors. ^D.O.T, Nos. 222. and 919. 
scries) 

14.05 99 00 00 Other Materials Support Occupa- 

tions. Transporting, Storing and Re- 
cording 

Programs concerned with receiving, storing, 
issuing, shipping, requisitioning and accounting for 
stores of materials emphasized in instruction which are 
not classified above, including emerging occupations. 
(D.O.T. Nos. 224., 229., and 919. series) (Specify.) 

14.06 00 00 00 PERSONNEL, TRAINING, AND 

RELATED OCCUPATIONS 
Planned learning experiences which include a 
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combination of courses and practical experiences con- 
cerned with personnel administration of an organi- 
zation and the facilitating functions of scheduling and 
conducting clerical work and management and opera- 
tions ot organizations. Career objectives are identified 
with a variety of occupational groups and. specializa- 
tion (as indicated in the Dictionary of Occupational 
Titles), such as Educational and Training Assistants, 
Interviewers and Tests Technicians, Personnel As- 
sistants, and other personnel, training, and related 
occupations. (See also 03.11 00 00 00 Business 
Psychology and 03.26 03 0 0 00 Labor Management 
Relations under BUSINESS.) 

14.06 01 00 00 Educational Assistants and Training 
Specialists 

Programs concerned with the training of person- 
nel in the facilitating functions of an organization, 
dealing with personnel such as teacher aides in edu- 
cation, training specialists in industry, and others. 
(D.O.T. No. 166. series) 

14.06 02 00 00 Interviewers and Test Technicians 

Programs concerned with interviewing and ad- 
ministering tests to individuals to' determine their 
appropriateness for employment and/or advancement. 
Also involved are the uses of appropriate measuring 
devices, and the administration, scoring, and analysis of 
individual and group progress. (D.O.T. Nos. 166. and 
249, series) 

14.06 03 00 00 Personnel Assistants 

Programs concerned with formulating policies 
relating to the personnel administration of an organiza- 
tion. Emphasized are the conduct of programs of 
recruitment, selection, training, promotion, welfare, 
safety, compensation, separation of employees, and 
recreation involving personnel. A practical background 
in psychology is required for some occupations in 
personnel research, and in* the administration of testing 
and counseling programs. (D.O.T. Nos. 166. and 205. 
series) 

14.06 99 00 00 Other Personnel, Training, and Re- 
lated Occupations 
Programs concerned with personnel, training, 
and related occupations emphasized in instruction 
which are not classified above, including emerging 
occupations. (D.O.T. Nos. 166., 205., and 249. series) 
(Specify.) 



14.07 00 00 00 STENOGRAPHIC, SECRETARIAL, 
AND RELATED OCCUPATWNS 
Planned learning activities which iwclude a combi- 
nation of courses and practical experiences concerned 
with making, classifying, and filing records, including 
written communications. Career objectives are identi- 
fied with a variety of occupational groups and speciali- 
zation (as indicated in the Dictionary of Occupational 
Titles), such as Executive Administrative Secretary, 
Secretaries, Stenographers, ^nd other stenographic, 
secretarial, and related occupations. (See" also 

03.06 00 00 00 Business Communications, 
03.28 00, 00 00 Office Practice, and the category 
03.34 00 00 00 Shorthand, Stenographic, and Secre- 
tarial under BUSINESS.) 

14.07 01 00 00 Executive Secretary 

Programs concerned with secretarial coordi- 
nating, expediting, and facilitating functions of the 
office for aiding the executive under his direction and 
in a confidential relationship. (See also 

14.08 01 00 00 Administrative Assistants under 
Supervisory and Administrative Management Occupa- 
tions.) 

14.07 02 00 00 Secretaries 

Programs related to occupations concerned with 
carrying out administrative and general office duties in 
addition to taking and transcribing dictation. (D O T 
No. 201. scries) 

14.07 03 00 00 Stenographers 

Programs concerned with taking shorthand or 
special writing of notes by hand or machine and 
transcribing them. (D.O.T. No. 202. series) 

14.07 99 00 00 Other Stenographic, Secretarial, and 

Related Occupations 
Programs concerned with stenographic, secre- 
tarial, and related occupations emphasized in instruc- 
tion which are not classified above, including emerging 
occupations. (D.O.T. No. 209. series) 

14.08 00 00 00 SUPERVISORY AND ADMINIS- 

TRATIVE .MANAGEMENT OC- 
CUPATIONS 

Learning activities and experiences concerned with 
various responsibilities such as (1) studying policies, 
organizational structures, and administrative practices 
of such organizations as governmental units, industrial 
firms, and nonprofit group (2) reviewing periodic 
budgets submitted by operations personnel; (3) pre- 
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J 4 OFFICE OCCUPATIONS (Continued) 
• 

paring reports ^annualizing finding* and recommending 
change* in policy, organisation, and admrtnstra<ion to 
line management; (4) consolidating the budget csti- 
mates and preparing financial icpoiU fui consideration 
and action by upper echelons of management, and (5) 
>upcrvismg and coordinating activities, determining 
vv. rk procedures, and assigning duties. (See ah>o the 
category 03 01 00 00 00 Amounting, the uvim 

03.04 00 00 00 Budget Control, 03.06 00 00 00 
Business Communications, 03.08 00 00 00 Business 
Finance, 03.00 00 00 00 Business Law; 
03 12 00 00 00 Business Statistics, and the category 
03.26 00 00 00 Business and Management Principles 
undei BUSINESS.) 

14.05 01 00 00 Administrative Assistants 
Programs cuncerncd with the coordinating, ex- 
pediting, and facilitating functions of the office fur 
aiding the executive, under his direction* and m a 
confidential relationship, in the discharge uf his duties 
as related t.> personnel, the budget, records control, 
ivusekeepms, making studies, conducting analyses, 
reviewing reports, and other responsibilities. (D.O.T. 
No. 169. series) (See also* 03.01 12 00 00 Secretarial 
Accounting under BUSINESS and 14.07 01 00 00 
Executive Secretary. ) 

14 08 02 00 00 Budget Management Analysts . 

Programs concerned with examining, analyzing, 
jnj interpreting accounting records, and with the 
^t>iJv of policies, organization stiuctures,and aduuiiis- 
trative practices of organizations. (D.O.T. No. 161. 
series) 

14.0* 03 00 00 Clerical Office Supervisors 

Programs concerned with " supervisory oceu* 
pations involving the facilitating function of an organi- 
zation rather than a scientific, technical, or aJministra 
tive specialty. (D.O.T. Nos. 160 169. series) 

14.08 04 00 00 Data-methods and Systems-pro- 
cedures Analysts 
Programs concerned with studying* policies, 
organizational structures, and administrative practices 
of an organization fur the purpose of recommending 
and installing systems procedures and methods im- 
provements. (D.O.T, 01 2. series) 

14 m 05 00 00 Office Management and Chief Clerks 
Programs concerned with the facilitating func- 
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tiuii of the office involving supervibion of the budget 
and management analysis staff of an office, scheduling 
and conducting work, and other administrative speciali- 
zations. (D.O.T. No. 169. series > 

14.08 00 00 00 Other Supervisory and Administra- 

tive Management Occupations 
Prugrams concerned with supervisory and ad- 
ministrative management occupations emphasized in 
instruction which are not classified above including 
emerging occupation's. (D.O.T. Nos. 160.-169., 188., 
and 189. series) (Specify.) 

14.09 00 00 00 TYPING AND RELATED OCCU- 

PATIONS 

Planned learning activities which include a combina- 
tion of courses and practical experiences concerned 
with recording data by means of typewriters and 
similar devices. Career objectives are identified with a 
vanety of occupational groups and specialization-^ 
indicated in the Dictionary of OccapatiqnaUF^les), 
such as Clerk Typists, Key Punch and Coding Equip- 
ment Operators, Typists, and other typing and related 
occupations. (Sec also 03.06 0 0 00 00 Business Com- 
munications and the category 03.35 00 00 00 Type- 
writing under BUSINESS.) 

14.09 01 00 00 Clerk Typists 

Programs concerned with the performance of 
general clerical work requiring the use of a typewriter 
n a majority of the duties, including compiling and 
typing reports, bills, application forms, shipping tickets, 
and other data from clerical records. These activities also 
include the filing of records and reports, posting 
information to records, sorting and distributing' mail, 
answering telephones, computing using adding ma- 
chines, and other similar duties. (D.O.T. No. 209. series) 

14.09 02 00 00 Typists 

Programs concerned with recording data by 
means of a typewriter or similar device. (D.O.T. No. 
203. series) (See also 03.35 02 00 00 Production 
Typewriting, 03.35 03 00 00 Typewriting, First 
Course, and 03.35 04 00 00 Typewriting, Second 
Course, under BUSINESS.) 

14.09 99 00 00 Other Typing and Related Occupa- 
tions 

Programs concerned with typing and related 
occupations emphasized in instruction whicluare not 
classified above, ^.luding emerging occupations. 
(Specify and list D.O.T. Nos. 209, and 219. series) 
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14.99 00 GO 00 OTHER OFPICL OCCUPATIONS 
Include here other planned learning experiences 
emphasized in new or emerging office occupations not 
listed or classifiable in one of the above major 
categories. (Specify and list D.O/T. Nos.) 

SOCIAL SCIENCES/SOCIAL STUDIES 
15.00 00 00 00 

The social sciences/social studies are comprised of 
interrelated subject matter organized to impart knowl- 
edge, develop skills, and identify i^oals concerning 
elements and institutions of human society in the 
disciplines of history, economics, political science, 
sociology, anthropology, psychology, geography, and 
philosophy. 

Hie social studies are comprised of those aspects of 
the above which m practice are selected for instruc- 
tional purposes in schools and colleges. Social studies 
are usually socially oriented with regard to aims and 
subject matter concerning the elements and institutions 
of human society. 

Em ploying, systematic, analytical, and theoretical 
methods, the social sciences include modes of inquiry 
.such as historical or genetic approaches, survey re- 
search, experimentation, content analysis, and logical 
analysis. Illustrative methods as techniques include, 
field studies, case studies, statistical analysis, map and 
photo interpretations, simulation, participant observa- 
tion, polling, questionnaires, and others. 

The Ad Hoc Committee for Social Sciences/Social 
Studies applied the following rationale to^he selection 
of substantive content for placement in the Social 
Sciences/Social Studies area: (I ) the items selected and 
classified were determined by the committee as rep- 
resenting the subject matter most commonly taught in 
this area in the United States. (2) the various aspects of 
sublet matter were identified by talcs which were 
considered as ^eing most commonly used, u.id (3) the 
items included in the classification could be defined in 
brL-r <orm using only salient descriptive elements. 

Opportunities are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
the social sciences 'social studies as an integral part of 
the instructional program. As an example, the Inter- 
national Relations Club provides additional opportuni- 
ties to pursue personal interests, apply various acquired 
skills such as research, and increase knowledge in 
selected aspects of the social sciences/social studies, 
and develop leadership qualities through* club activities. 



Such organized activities, under appropriate super* 
vision, are referred to as cocurricular activities. A 
variety of activities is identified under 

20.00 00 00 00 Cocurricular Activities in chapter 5 
beginning on page 146; and they are described more 
fully in this chapter beginning on page 242. As an 
illustration, the International Relations Chib is identi- 
fied for reporting purposes under Cocurricular Activi- 
ties as Item 20.01 16 00 00. \ 

"Many items of information in chapters 3 and 4 are 
su, ortive "to pupils, instructional staff, and subject 
matter in the instructional program. For example^ see 
: the items classified in the X 07 00. Series Evaluation 
and Curriculum Improvement on pages 71 78, andtlt^ 
items classified in the X 32 00. Series -School Serv- X N 
ices Supporting Instruction on, pages 90-96. Graphic 
illustrations of these'relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

Included in this subject-matter area are the items of 
information which identify various subjects in the 
social sciences/social studies. 

15.01 00 00,00 ANTHROPOLOGY 

The study, of man and his works in which attention 
is focused on, the relation between man and culture in 
the past and present, and on man's ongoing cultural 
development and the varieties of human, physical, 
social, and cultural forms. Anthropology is organized 
under such descriptive titles as Archaelogy, Cultural 
Anthropology, Ethnology, and Physical Anthropol- 
ogy- 

15.01 01 00 00 Archaeology 

The study of humrn history from the remains 
of past cultures. 

15.01 02 00 00 Cultural (Social) Anthropology 

. The comparative study of the culture of socie- 
ties throughout the world, over time, with emphasis on 
learned and shared behavior. The following topics 
frequently are included for study: 

15.01 02 01 00 

Acculturation 

15.01 02 02 00, 

American Indians 

15.01 02 03 00 

Community Development 

15.01 02 04 00 
Culture 
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14 SOCIAL SCIENCES/SOCIAL STUDIES- 
• (Continued) 

15.01 02 05 00 

Cultural Change 

15.01 02 06 00 

Cultural Evolution 

15.01 02 07 00 

Cultural Psychology 

15.01 02.08 00 

Cultural Transmission 

15.01 02 09 00 ' 

Cultural Values 

15.01 02 10 00 

Folk Societies 

15,01 02 1K00 

Kinship Systems 

15.01 02 12 00 

Peasant Societies 

15.01 02 13 00 

Personality and Culture 

15.01 02 14 00 

Prehistoric People 

15.01 02 15 00 

Primitive Peoples, e.g., Bushmen, Eskimos 

15.01 02 16 00 
Race 

15.01 02 17 00 

Social, Political, Economic Organisation 

15.0i 02 99 00 Other Topics in Cultural (Social) 
Anthropology 
Include here other topics emphasized in 
cultural anthropology which are not listed above. 
(Specify,) % 

15.01 03 00 00 Ethnography 

Subject matter and activity concerned with the 
procedure for stud>ing customary behavior ^collecting 
data on living creatures and describing them. 



15.01 04 00 00 Ethnology 

The study of relationships between or among 
cultural traditions, culture areas, and cultures. 

15.01 05 00 00 Ethnoscience 

The study of native systems of description and 
classification of cultures. 

15.01 06 00 00 Physical Anthropology 

The study of man's physical characteristics, his 
biological history, and present varieties. Topics fre- 
quently studied include the following: 

15.01 06 01 00 

Evolution 

15.01 06 02 00 

Prehistoric People 

15.01 06 03 00 

Primitive Behavior 

15.01 06 04 00 

Primitive Peoples, e.g., Bushmen, Eskimos 

15.01 06 05 00 

Race 

15.01 06 99 00 Other Topics in Physical Anthro- 
pology 

Include here other topics emphasized in 
physical anthropology which are. not listed above. 
(Specify.) 

15.01 99 00 00 Other Anthropology 

Include here other subject matter emphasized in 
anthropology which is not classifiable above. (Specify.) 

15.02 00 00 00 AREA STUDIES (MULTIDISCIP- 

LINARY) 

Studies of sleeted areas which vary in scale from the 
small area, such as the neighborhood, to a large 
continental area such as South America, Thev may be 
defined in terms of political boundaries, geographic 
area, or cultural characteristics. 

The term "area^ studies" usually connotes the 
interdisciplinary approach, from the more simple 
geography-history \nterpretation-to the complex 
cultural interpretation involving anthropology, 
sociology, economics, political science, and other 
related areas. Area studies frequently are grouped 
as follows: 
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15.02 01 00 00 Areas Beyond the United States: 

15.02 01 01 00 
Africa 

15.02 01 02 00 . . 

Asm 

15.02 01 03 00 

Australia 

15.02 01 04 00 
Canada 

15.02 01 05 00 * 
Europe 

15.02 01 06 00 

Latin America 

15.02 01 07 00 

Middle Last 

15.02 01 OH 00 
Soviet 

15.02 01 W 00 Other Areas Beyond the United 
States 

Include here other areas beyond the United 
States emphasized in instruction which are not listed 
above. (Speeilv.) 

1^.02 02 00 00 Regions of the United States: 

15.02 02 01 00 
Midwest 

15.02 02 02 00 

Ninth Centra! 

15 02 02 0* 00 

Northeast 

15.02 02 04 00 

Northwest 



15 02 02 05 00 

Southeast 

1 5 02 02 06 00 

Southwest 
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15,02 02 <W 00 Other Reruns of the Uninted Sta* *s 
Include theie other regions of the United 
States emphasi/ed in instruction winch are not listed 
above. (Specify.) 

15,02 0? 00 00 Small Areas: 

1 5*02. 0^ 01 00 

Home Slate 

15.02 03 02 00 

Local Community 

15.02 03 03 00 

School Community 

15.02 03 04 00 

Classroom Community « 

15.02 03 05 00 

Neighborhood 

15.02 03 Q0 00 Other Small Areas 

Include here other small areas emphasized m 
instruction which are not listed above. (Specify.) 

15.02 ^° 00 00 Other Area Studies \ 
Include here other area studies emphasized in 

instruction which are not listed or classifiable above. 
(Specify.) 

15.03 00. 00 00 CITIZENSHIP EDUCATION 

The study of those portions of the social sciences/ 
social studies, and cocurncular activities, which con- 
tribute to the development of understanding and 
attitudes conducive to effective participation in civic 
affairs. 

IS 04 00 00 00 CONSERVATION-ENVIRON- 
MENTAL EDUCATION 
The sfudv of related problems and promises of the 
new technologies concerned with natural resources and 
their utilization. Emphasis in instruction is on de« 
. velopng understanding and appreciation of oae's 
natural heritage and responsibilities. (See also Major 
Aspects of the Biological Sciences, 13.02 00 00 00 
Conservation (Environment ), under NATURAL 
SCIENCES.) 

15.05 00 00 00 CONSUMER EDUCATION 

The study concerned with the development of 
knowledge, understanding, appreciations, and skills 



239 



4 n m 

r ' . 1- 



14 SOCIAL SCifcNCES/SOCfAL STUDIES - 
(Continued) 

tmohed in the economic welfare of the consumer and 
consumer groups in everyday life. e.£., competency in 
nunagmg moQcy, purchasing and using goods jnd 
services, banking, investments, credit, consumer legts 
lation, evaluation of consumer research and. product- 
testing, and the role of the consumer in the economy. 
(Included as 03,15 00 00 00 Consumer Education 
under_£USINESS and 09.01 04 00 00 Consumer 
Education under HOME LCONOMICS. ) 

15.06 00 00 00 ECONOMICS 

The study of man's use of limited resources* to 
satisfy Ins wants resources transformed by production 
into goods and services wh.eh, upon distribution, are 
transformed by consumption to yield the satisfaction 
i ol wants Hie study of economics includes the analyst 
of the implications of alternative choices in the 
allocation of resources. (Included as 03.18 00 00 00 
Economics under BUSINESS) Subjut matter m eco- 
nomics is organized under various desuiptne tales 
such as the following, 

15.Q6 01 00 OO^Business.and Industry Economics 

The study ot how the business firm is organized 
and combines resources to produce gdods and services, 
taking account of costs, prices, profits, and- the nature 
an*] extent of competition in markets. 

15.06 02 00 00 Comparative Economics 

The study of (a*) comparative economic 
systems differences among economies in their arrange- 
ments for the production, distribution, and consump- 
tion of goods jnd services, (b) comparative economic 
thought, differences among economic explanation of 
the production, distnbution, and consumption ot 
goods and services, and (e) economic development the 
evoluti m of economics toward industrialism, the 
growth of the world economy, and the growth of 
international trade. 

15.06 03 00 00 Consumer Economics 

The study ot the problems in consuming the 
production of the economy as seen trom the behavior 
ot the individual consumer and the aggregate of 
consumers which is the consumer sector of th£ 
economy. (Included as 03.18 01 00 00 .Consume* 
Economic: under BUSINESS.) (See also 
04j)0 00 00 Lconomus of Consumption under 
DISTRIBUTIVE EDUCATION,) 

15.06 04 00 00 History of Economic Thought 

Die study of changes in the explanations of 



how economic systems have answered the questions. 
What shall be produced? How shall it be produced? For 
\Wiom shall it be produced? 

15.06 05 00 00 Money and Banking 

The study of the influence /upon economic 
activity of the quantity of money and credit and its 
-cost (interest rates). (Included as 03.18 03 00 00 
Money and Banking under BUSINESS.) 

15.06 06 00 00 National Income (and components 
thereof) 

The study of the explanation of level, growth, 
stability, and composition of a nation's or region's 
income, including the influence of taxing, borrowing, 
and spending at Federal, State, and local levels. 

15.06 07 00 00 Prii/cipfes of Economics 

Commonly included for study in a survey, 
course in economics 'entitled "Principles of Eco- 
nomics" are the kind* of applications considered in the 
vanous v types of economics described ,else\vlfere in 
these pages. (Included as 03.18 04 00 00 Principles 
of Economics under BUSINESS.) 

15.06 08 00 00 Resource Economics 

The £iudy of the employment of (a) the labor 
resource, its wages, employment conditions, and organ- 
ization into unions; (b) capital resources, that is, the" * 
manmade instruments of production; and (c) natural 
resources such as land, mineral wealth and water. - 
(Included as 03.18 02 00 00 Labor Economics under 
BUSINESS.) 

15.06 99 00 00 Other Economics 

Include here other organized subject matter 
emphasized in economics which is not listed above, 
e.g., mathematical economics, economic theory, insti- 
tutional economics, economic statistics, and operations 
research. (Specify.) 

15.07 00 00 00 GEOGR/tPHY 

The study of spatial relations and spatial processes on 
the earth's surface, studied on a variety of scales ranging 
from lo^il to worldwide, Included are both einpiucal 
and theoretical approaches to an understanding of (a) 
the spa t ui relations and processes of physical , biot ic , and 
human phenomena considered separately or in varying 
combinations, and (b) spatial relations and processes in 
the abstract. An understanding of these spatial relations 
and processes and their significance to human activities 
encourages analysis of why things a/e when they aie. 
Subject matter in r*ography is organized under various 
descriptive titles, ineludingjhe following: 
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15.07 01 00 00 Historical Geography 

The Mudy of the geographies ot the past. It is 
concerned with the reconstruction of the geography of 
a past period. Tims, an historical geography of anv 
region is theoretically possible for every period of 
history . 

15,07 02 00 00 Human (Cultural) Geography 

The geographical study of nmn and his eco- 
nomic, sv&ial, and ^htical activities as they are 
distributed over the earth. (Comprises apportion ot the 
deflation if 0^.1 9 00 00 00 io'iiotnic Ueowphy - 
under BUSINESS.) The following considerations are 
frequently included for studv 

15.07 02 01 00 

Cartographic Interpretation 

15 07 02 02.00 

Circulation Patterns 

15i)7 02 03 00 

fceononiic Patterns 

15.07 02 04 00 ' J - 
Political Patterns 

15.07 02 05 00 

Population 

' 5.07 02 06 00 

Settlement Patterns 

* 15.07 02 W 00 Other Human Geography 

Include here other human geography empha- 
sized m instruction which is not listed Jbove. (Spccily J 

** 

15.07 03 00 00 Physical Geography 

Hie M)\dy ot that branch of geogiaphy which 
deals with the distribution and interrelationships of the 
physical and hiotic features of the earth's surface, 
landtornis, *oiK, climates, water thoth surface and' 
subsurface), minerals, and wild plant and animal life. 
Concerned exclusively with man's physical and hiotic 
habitat, physical geography can properly be regarded as 
a natuia! science and is Irequcinly included m science 
education drawing on earth science tor subject matter. 
In pumice, the tollowing niaior aspects of physical 
geograpln lre<|ueiuly arc included for study 

15.07 03 01 00 

Atmosphere weather. Jimate 



15,07 03 02-00 

Biosphere wild plants, wild animals 

15.07 03 03 00 

Exosphere. e,g., remote sensing 

15.07 03*04 00 . 

Hydrosphere; oceans, othc* surface water 
bodies, subsurface water, land ice 

15.07 03 0> 00 

Lthosphere: land foi as. minerals, soils 

15.07 03 99 00 Other Aspects of Physical Geogra- 
phy 

Include here other aspects of physical ge- 
ography emphasized in instruction which are not listed 
above. (Specify.) 

15.07 04 00 00 Regional Geography 

The study of regions, a region being an area of 
any s:zc that is- homogeneous with respect to specific 
criteria. (Comprises a portion of the definition of 
03.19 00 00 00 Economic Geography' undef BUSI- 
NESS.) In practice, regional geography comprises a 
wide variety of studies-physical, biotie, and human - 
si'«:h as the following 

15.07 04 01 00 

Agricultural Regions, such as dairy belt or 

corn belt 

15.07 04 02 00 

Climatic Regions, such as rainy tropics or 

arid lands, oi hot and cold regions 

15.07 04 03 00 N 

Continental Regions, sue!) as North America 

15.07 04 04 00 

Culture Regions, such as Lain America 

15.07 04 05 00 

LmJform Regions, such as mountain areas 

/ 

15.07 04 06 00 

Manufacturing Regions, such as the \nglo- 
American Manufacturing Belt 

15.07 04 07 00 

Political Regions, suc!l aG an int5svidual 
State, a group of states, or i nation 



15 SOCUL SCIENCES/SOCIAL STUDIES- 

{ Continued) 
t m 

\ 5 U 7 04 08 00 

! Population ( Human ) Regions 

15.0? 04 00* 

Vegetation Regions, such u Steppe or 
savanna areas* 

J n 0"' 04 W u0 Other Regional Geography 

Include here other regional geography em- 
phjM'eJ in msfrucfi'Mi which is not listed above. 
(Spcury.) 



15.07 w 00 00 Other Geography 

Include here other organized subject matter 
emphasized in geography which is not listed or 
da >m liable above. < Specify . ) 
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15.08 00 00 00 HISTORY 

Tito study of man's past considered in terms of 
has b»;cn interpreted about change or process. 
The conventional categories of inquiry are: v polit\.al 
hi>?or> , economic history, social history, and intellec- 
tual Jnstory. Consideration is also given to how 
historians proceed by gathering, criticizing, syn- 
thesizing, and interpreting evidence concerning ac- 
cessible and relevant periods of the past. The subject 
natter of history is organized under various descriptive 
titles such a: follows. 

I^os oi 00 00 American History (including 
Canada, Latin America, and the 
United States) 
TIk- study of the history of selected events, 
tfidividuaK groups; institutions, artifacts, ideas, and 
other phenomena associated with the western hemi- 
sphere American history considers, e.g., pre- 
< olumhfjn cultures, European discovery and explora- 
tion, *.i*lonul society, growth of independent nations, 
. jnd inter-Aincncan relations. 

15 OS 02 00 00 Local History 

The study of the hbtoiy of selected events, 
individuals, groups, institutions, artifacts, ideas, and 
other phenomena asso t iatcd with localities. Local 
his!<>rv considers, e.g", settlement, "growth of the 
<\ono*m . ethnu influences, and cultural development. 

15.0* 03 00 00 Modern Hisfory 

The' \tudv of the history of selected events, 
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individuals, groups, institutions, artifacts, ideas, and 
other phenomena associated with the period of 
modernity (since approximately 1500 A. D.) Modern 
history considers, e.g., the expansion of Europe, the 
impact of romantic thought, the industrial revolution, 
and anticolonialisn) in Africa and Asia. 

15.08. 04 00 00 State History 

The study of the history of selected events, 
individuals, groups," institutions^ artifacts, Ideas, and 
other phenomena associated with individual American 
States. State history consider, e.g^xploration. con- 
stitutional evolution, development"^ transportation 
and communication, and military contribution. 

15.08 05 00 00 United States History 

Hie study ,of the history of selected events, 
individuals, groups (e.g., -racial, rehgipus, ethnic), insti- 
tutions, artifacts, Ideas, arid other^ phenomena as- 
sociated with the United States. United States history* 
considers, e.g., colonial society, the westward move- 
ment, the Civil War, and America's emergence as a 
great power. 

15.08 06 00 00 Western Civilization 

The .study of the history of selected events, 
individuals, groups, institutions, artifacts, ideas, and 
other phenomena associated with the western world. 
Western civilization considers, e.g., nsc and fall of the 
Roman Empire, the Renaissance and Reformation, the 
rise of the nation State, arid the secularization of 
society. 

15.08 07 00 00 Nonwestern Civilization 

The study oi the history of selected events, . 
individuals, groups, institutions, artifacts, ideas, and 
other phenomer. associated with the nonwestern , 
world (Asia and Africa). Nonwestern civilization con- 
siders, e.g., the development of Chinese thought, 
ir:perial enterprise in Africa, social revolution in 
Southeast Asia, and-diffusion of western ideas. 

15.08 08 00 00 World Civilization 

Hie study of the history of selected events, 
% individuals, groups, institutions, artifacts, ideas, and 
other phenomena associated with the entire world, 
usually taught in junior colleges with an emphasis on 
social and intellectual changes father than political 
changes. World civilization considers, e.g., the emer- 
gence of Greek philosophy, the proliferation of Chris- 
tianity, and the integration of the. international com- 
munity. 
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15.08 09 00 00 World History 

The study of the history of selected events, 
individuals, groups, institutions, artifacts, ideas, and 
other phenomena associated with the entire world. 
World history considers, e.g., emergence of prehistoric 
man and society the Roman conquests, the westerniza- 
tion of Asia, and the impact of technology since 1500 
A.D. 

15.08 99 00 00 Other History 
.Include here other subject matter emphasized in 

history which is nut listed above, e.g., ancient history, 
history of Latin America, history of democratic 
thought, and history of religion. (Specify.) 

15.09 00 00 00 HUMANITIES 
The study of a group of related subjects such as 

literature, art, muue, religion, history, philosophy, and 
classical and modern langua?e$-with aspects of Social 
sciences/social stuches usually forming the core -con- 
cerned with man's individual cultural achievements and 
values in society as distinguished from social institu- 
tions and customs of the natural world. Sometimes 
aspects of the various subject-matter areas are taught 
separately but relatedly; in other instances these 
aspects of si biea-matter areas are fused or integrated. 
(See also 0J.01 03 00 00 Httr mities under ART, 
05 0^ 69 00 00 * Humanities under ENGLISH 
LANGUAGE ARTS, 06.03 00 00 00 Humanities 
unde- FOREIGN LANGUAGES, and 12.06 00 00 00 
Humanities under MUSIC.) 

15.10 00 00 00 PHILOSOPHY ^ 

A systematically organized body of knowledge 
concerned with the investigation and study of human 
nature and conduct as conceived and interpreted in 
terms of facts and principles of reality. Usually, the 
. substance of philosophy includes aspect* of esthetics, 
J ethics, logic, metaphysics, and the theory of knowl- 
edge. The subject matter of philosophy is organized 
under various descriptive Titles such as those which 
follow 

15.10 01 00 00 Ethics 

Hie studs and critical examination of morals, 
the meaning of "cood" the nature of moral judgment, 
and the justification of conduct in- terms of what is 
considered nrfit and proper standards of behavior. 
Considerations are given to the theoretical problems 
involved in ethics and the development of under- 
standing ^vluch enable pupils to establish personal 
views comrmim* moral phenomena. 



15.10 02 00 00 History of Philosophy 

The study of selected philosophers and areas of 
scholarship in philosophy from the pre-Soeratie era to 
the present. 

15.10 03 00 00 Introduction of Philosophy 

The study of the major philosophical problems, 
issues, and conflicts as treated by classical and modern 
philosophers. The theory of knowledge, facts and 
principles of reality and of human nature and behavior, 
and the implications of morality, science, and religion 
in everyday life are among the assumptions and issues 
frequently examined. 

15'.10 04 00 00 Logic 

The study of the scientific principles of formal 
reasoning and criteria governing validity in thinking. 
Attention- may be given to a wide range of considera- 
tions, such as application of logic and rhetoric to 
'everyday situations, symbolic logic, semantics, pro- 
cesses of argument, inconsistency, methods of investi- 
gation and propositions and inferential interre- 
lationships. (See also 15.04 01 01 00 Logic under 
ENGLISH LANGUAGE ARTS.) 

15.10 05 00 00 Metaphysics 

The study of the science of reality-of being. 
The nature of mind and of space and of time, the 
principles and causes of things, and the existence of 
unlversals are aspect of metaphysics which are fre- 
quently examined, as well as philosophical agreements 
and disagreements with these issues., , 



15.10 06 00 00 Philosophy of Religion " 

The critical investigation and study of religious 
experiences, beliefs and statements, arguments about the 
existence of a deity or deities, and the evaluation of 
the historical derivation of a religion or religions. 

15.10 99 00 00 Other Philosophy 

Include here other subject matter emphasized in 
philosophy which is not listed above. (Specify.) 

15.11 00 00 00 POLITICAL SCIENCE 

The study of government(s) and political behavior. 
The subject matter provides pupils with insight into a 
variety of factors important to the study of govern- 
ments and culture, and systems processes, policies, 
theories, goals and the relationships between govern- 
ments. The subject matter of government is organized 
under various descriptive titles such as those which 
follow: 
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15 SOCIAL SCIENCES/SOCIAL STUDIES- 
(Continued) 

15.11 01 00 00 American Government 

The study of the structures and processes by 
which men govern themselves at the local, State, and 
national levels. 

15.11 01 01 00 Constitution, The < 

The study of the legal framework under 
which the American political sy^em operates. 

15.11 01 02 00 Other American Government 

include here other subject matter empha- 
sized in American government. (Specify.) 

15.11 02 00 00 Comparative Systems 

The study and comparative analysis of political 
institutions, processes, and behavior in various coun- 
tries-developing and developed. 

15.11 03 00 00 Contemporary World Affairs 

The analysis of economic, sociological, political, 
legal, cultural, and other factors which influence the 
relations between nations. 

15.11 04 00 00 International Relations 

The study of agencies, operations, and prin- 
ciples involved -in communication and interaction 
among nations, with emphasis typically given to 
relations among governments. 

15.11 05 00 00 Political Parties and Public Opinion 
Hie development, organization, and operation 
of political parties and pressure groups and the 
formulation and role of public opinion. 

15.11 06 00 00 Political Socialization 

The study of the ways in which society transmits 
political orientations, including knowledge, norms, 
and practices from one generation to the next. 

* 15.11 07 00 00 Political Theory 

The study of the major schools of political 
philosophy, including the development of modern 
methodological techniques relevant to political 
science. 

15.11 99 00 00 Other Political Science 

Include here other subject matter emphasized 
in political science which is not listed above. 
(Specify.) 



15.12 00 00 00 PSYCHOLOGY 

The study and systematic investigation of organ- 
ism?, especially human beings, and their "collective, 
charac^ristics-their intelligence, feelings, and atli* 
tudes, ,.nd their behavior in relation to physical and 
social environment. The subject matter of psychology 
is organized under various descriptive titles such as 
those which follow: 

45.12 01 00 00 Developmental Psychology 

The investigation and study of those aspects of 
psychology concerned with the progressive develop, 
ment and behavior in childhood and adolescence. 
Frequently emphasized for study are: behavior and 
mental growth, the process of maturation, the concept 
of self, norms in behavior, social norms (relationship 
with people), heredity and environment and their 
interaction, parent-child relationships, and the effects 
of cultural and social forces upon attitudes and values. 

15.12 02 00 00 Educational Psychology 

The investigation and study of a variety of 
aspects of psychology and their applications to class- 
room situations. Among considerations frequently 
emphasized are the nature and theory of learning, child 
and adolescent development, emotion and adjustment, 
motivation, and individual and group differences. 

15.12 03 00 00 General Psychology 

The study of the fundamental principles of 
human behavior. Basic concepts, the scope of psy- 
chology, psychological methods, human behavior, 
animal behavior, motivation, thought processes, theory 
of learning, characteristics of emotions, and perception 
are frequently emphasized. Subject matter is usually 
designed for study in breadth rather than for the study 
of selected aspects of psychology in depth. » 

15.12 04 00 00 Psychology of Adjustment 

The study of the individual in terms of total 
adjustment with major emphisis applied to social 
environment. Among factors frequently emphasized 
for study are adjustment techniques, personality as a 
construct, theories of personality, the nature of con- 
flict and adjustment in personality, and physiological 
and social aspects of personality development. 

15.12 05 00 00 Social Psychology 

The study of the behavior of individuals and 
groups, of behavioral interactions, and of the influence 
of the group(s) on attitudes, emotions, and personality 
development. Among the aspects of social psychology 



frequently emphasized for study arc the adjustment of 
individuals to group situations, including family, 
school, and occupation; social foundations of attitudes 
and behavior -development and change; social judg- 
ments and perception; and psychological factors in- 
volved in race prejudice, war, and nationalism. 

I5.'l2 99 00 00 Other Psychology 

Include here other subject matter emphasized in 
psychology which is not listed above. (Specify.) 

15.13 00 00 00 SOCIOLOGY 

The study of human society, its structure and 
processes. It includes a wide range of societal relation- 
ships from the primary groups such as the family, the 
tribe, and the clan, to the complex groupings that 
characterize the megalopolis of urban society. Sociali- 
zation, collective behavior, deviance from (he group, 
culture, aspects of social status, and patterns of social 
change- are among areas emphasized in subject matter. 
Hie subject matter of sociology is organized under 
various descriptive titles such as those which follow: 
/ 

15.13 01 00 00 Community 

The study of the social organization of a cluster 
of family groups/in a given locality, that are linked by 
a consciousness of similarities in attitudes, values, and 
problems Among major aspects of "community" 
which are investigated and studied are the following: 

15.13 01 01 00 Rural Society 

A study of that portion of organized society 
living in rural areas, with emphasis on rural trends and 
problems. 

15.13 01 02 00 Urban Society 

Applications of sociological principles to the 
study of customs and institutions in an urban setting, 
with emphasis on metropolitan trends and problems. 
Aspects of urban planning may be appropriately 
included for investigation and study. 

15.13 01 99 00 Other Community 

Include here other organized subject piatter 
concerning "community" and emphasized in instruc- 
tion which is not listed above, (Specify.) 

x 15. H 02 00 00 Public Opinion and Political 
Sociology 

The investigation and study of the de- 
velopment of sociological attitudes and behavior, 
including voting behavior, pressure groups, mass 



communication, <and detection and interpretation of 
propaganda. 

15.03 03 00 00 Socialization 

The study of the problems and processes of man 
becoming a participating member of society. 

15.13 04 00 00 Social Organization 

The study of the structure of groups, institu- 
tions, and agencies Uat comprise the structure of 
society. Among the groups, institutions, and agencies 
studied the following usually are included: 

15.13 04 01 00 Education 

The study of schools and other educational 
agencies-their structure, role, in the socialization pro- 
cess, and function in a dynamic society. 

15,13 04 02 00 Family 

The study of the smallest group central to an 
crgamzed^ociety-its social, economic, and biological 
chapctpistics, functions, and problems. 

15.13 04 03 00 Religion 

The study about religious organizations and 
churches and their functions in a dynamic con- 
temporary society. 

i 

15.13 04 99 00 Other Social Organization 

Include here other subject matter empha- 
sized in social organization which is not listed above. 
(Specify.) 

15.13 05 00 00 Social Problems. 

The study of problems of human groups. The 
subject matter may appropriately include the study of: 
(a) family disorganization; (b) population imbalances; 
(c) delinquency; (d) crime -causes, effects, and reme- 
dies related to the pathology of society that involves 
the maladjustments of the individual which bring him ♦ 
into conflict with society; (e) poverty; and (0 ethnic 
group conflicts. 

15.13 06 00 00 Social Stratification 

The study of die hierarchical groups in society, 
such as classes and castes, 

15.13 07 00 00 SocialTheory 

The investigation and Study of the concepts and 
propositions developed in the systematic analysis of 
the structural components of human society and their 
interaction. 
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15 SOCIAL SCIENCES/SOCIAL STUDIES- 
(Continued) 

15.13 *)9 00 00 Other Sociology 

Include here otliec subject matter emphasized 
in sociology which is not listed op classifiable above 
(Specify.) ' 

15.99 00 00 00 OTHER SOCIAL SCIENCES/ 
SOCIAL STUDIES 

Include here organized subject matter emphasized 
in social sciences/social studies which is not listed or 
classifiable above. (Specify.) 

TECHNICAL EDUCATION ' 
16.00 00 00 00 

Technical education is concerned with that body of 
knowledge organized in a planned sequence of class- 
room and laboratory experiences, usually at the post- 
secondary level, to prepare pupils for a cluster of job 
opportunities in a specialized field of technology. The 
program of instruction normally includes the study of 
the underlying sciences and supporting mathematics 
inherent in a technology, as well as methods, skills, 
materials, and processes commonly used and services 
performed in the technology. A planned sequence of 
study and extensive knowledge in a field of specializa- 
tion is required in technical education, including 
competency in the basic communication skills and 
'related general education. Technical education prepares 
for the occupational area between the skilled craftsman 
and the professional person such as the physician, the 
Mgineei , and the scientist . 

The technical education curriculum is so structured 
that it prepares the graduate to enter n job and be 
productive with a minimufn of additional training after 
employment. It is designed to provide a background of 
knowledge and*skiljs which will enable an individual to 
advance with the developments in the technology, and 
enables hum with a reasonable amount of experience 
and additional education, to advance into positions of 
increased responsibility. 

Hie technician frequently is employed in direct 
support of the professional employee. For example, 
the engineering technician will be capable of per- 
lorniing such duties as assisting in the following 
engineering functions: designing, developing, testing, 
modifying of products and processes, production 
planning, writing reports, and preparing estimates; 
analy/m? and diagnosing technic \\ problems that in- 
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volve independent decisions; and solving a wide range 
of technical problems by applying his background in 
the technical specialities-science, mathematics, and 
communicative and citizenship skills. 

The Ad Hoc Committee for Technical Education 
applied the following rationale to the selection of 
substantive content for placement in the Technical 
Education area: (I) the items selected and classified 
were determined as representing the subject matter 
moat commonly taught in technical education in the 
United States; (2) the various aspects of subject matter 
weie identified by titles which were considered as 
being most commonly used; and (3) the various aspects 
of subject matter selected for placement under Tech- 
nical Education could be defined in brief form using 
only salient descriptive elements. 

Many items of information in chapter 3 and 4 are 
supportive to pupils, instructional naff, and subject 
matter in the instructional program. I <.r examples see 
the items classified in the X 07 00. Series -Evaluation 
and Curriculum Improvement on pages 71 -78, and the 
* items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and in figure 2 on page 13. 

16.01 00 00 00 ENGINEERING-RELATED TECH- 
NOLOGY 

That part of the engineering field which requires the 
application of scientific and engineering knowledge and 
methods combined with technical skills necessary in 
the support of engineering activities. Persons prepared 
in this technology are a part of the engineering 
manpower team which includes the skilled craftsman, 
the technician, and the engineer, and work as tech- 
nicians in close support of th^ engineer. 

16.01 01 00 00 Aeronautical Technology 

A planned program of classroom and laboratory 
experiences, including mathematics, the physical 
sciences, and a combination of aerodynamics, struc- 
tures, materials, and electronics as applied to the 
design, testing, and development of aircraft. This 
program is designed to produce the ability to under- 
stand the propulsion, control, misguidance system of 
the airplane, and to collect pertinent engineering data 
in a research-and-development activity. Tin's program 
prepares the graduate to work in direct support of the 
engineer in the aerospace industry. 

16.01 02 00 00 Agricultural Technology 

. Specialized classroom and laboratory learning 



experiences in physical sciences, mathematics,*and 
specialty courses dealing with farm machinery, farm 
structures, and rural electrification, designed to prepare 
the graduate to work in direct support of the agri- 
cultural engineer. 

16.01 02 01 00 Agricultural Electrification Tech- 
nology 

Specialized learning experiences in electrical 
systems a:> applied to planning, estimating, and de- 
signing to meei the needs of the customer. (See also 
01.03 07 00 00 Agricultural Electrification under. 
AGRICULTURE.) 

16.01 02 02 00 Agricultural Machinery and Equip- 
ment Technology 
Specialized learning experiences in proper- 
ties of soils, characteristics of crop growth, and Uk\ 
development of knowledge and understanding con- 
cerning mechanisms, control systems, and materials- 
handling as applied to the design, development, testing, 
and manufacture of agricultural macliinery and equip- 
ment. (See also 01.03 01 00 00 Agricultural Power 
and Machinery under AGRICULTURE.) 

16.01 02 03 00 Agricultural Structures and Conven- 
iences 

Specialized learning experiences concerned 
'with the strength of building materials and elementary 
structures as applied to planning, estimating, and 
designing to meet the needs of the customer. (See also 
01.03 02 00 00 Agricultural Structures and Conven- 
iences under AGRICULTURE.) 

16.01 02 99 00 Other Agricultural Technology 

Inelude here other organized subject matter 
and experiences emphaMzed in agricultural technology 
which are not listed above. (Specify.) 

16.01 03 00 00 Architectural Technology (Building 
Construction) 
A program of instruction designed to provide 
the pupil with knowledge and understanding of scien- 
tific principles, mathematical concepts, and communi- 
cative and technical skills combined with laboratory 
experiences including creative design, testing, and 
model building which will enable him to be supportive 
to the architect and the architectural engineer. The 
subject matter is concerned with design, estimating, 
inspection, supervision, and contracts and specific 
tiuns-primanly in the field of building construction- 
with emphasis on the art of form. 



16.01 04 00 00 Automotive Technology 

A sequence of classrooni and laboratory experi- 
ences, including the study k scientific and mathe- 
matical principles which lead to understanding of tlie 
design, development, and/testing of internal combus- 
tion engines and related component parts of the motor 
vehicle, including transmission, electrical systems, and 
braking systems. This/program is planned to prepare 
the graduate to perform duties concerned with de- 
signing, testing, anjl development in direct support of 
the automotive engineer. 

16;0I 05 00 0u Chemical Technology 

A pro-am of instruction designed to provide 
the pupil f\\\\ knowledge of scientific principles, 
mathematical concepts, and communicative and tech- 
nical skilfs combined with appropriate laboratory 
experiences which will enable him to be supportive to 
professional personnel in the chemical field. The 
subject matter emphasizes qualitative, quantitative, and 
analytical analyses in general and^prganic chemistry. In 
th^ unit-operation laboratory he studies material 
handling, crushing, grinding, and sizing. By pilot-plant 
operationHe studies the machinery and methods used 
in extraction, distillation, evaporation, drying, absorp- 
tion, and heat transfer in chemical technology. He 
deigns, installs, and operates pilot plants for chemical 
manufacturing processes. 

16.01 06 00 00 Civil Technology 

A planned program of classroom and laboratory 
experiences including the study of physical sciences, 
mathematics, surveying, strength of materials, and 
other specialty courses leading to preparation for 
designing, testing, and supervising the construction of 
highways, railroads, airport*;, bridges, harbors, irriga- 
tion works, sanitary plants, and other structures. Tlie 1 
. graduate works in direct support of the civil engineer. 

? 

16.01 06 01 00 Roadway Technology 

Specialized learning experiences designed to 
prepare personnel for duties such as surveying, designing 
routes, laying out roadways, testing materials, acquiring 
land and preparing plans and specifications for the con- 
struction of highways, railroads, and airports. 

16.01 06 02 00 Sanitation Technology 

Specialized learning experiences, including 
the study of biological sciences, planned for preparing 
personnel who will be involved in the design, construc- 
tion, and operation of water systems, sewage disposal 
systems, and pollution control systems. 
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16 TECHNICAL EDUCATION -(Continued) 

^ 16.01 06 03 00 Structural Technology 

Specialized learning experiences concerned 
with the preparation of personnel tor duties suCh as 
structural detailing and design testing, building con- 
struction supervision, estimating, and specification 
writing, 

4 16,01 0b oq oo Other Civil Technology 

Include here other organized subject matter 
and experiences emphasized in civil technology which 
are 'tot listed above . { Speci fy . ) 

16.01 07 00 00 Electrical Technology 

An organization of subject matter and labora- 
tory experiences designed to provide preparation in 
specialty courses, physical sciences, mathematics, and 
general education as applied to jhe design, develop- 
ment, and testing of electrical circuits, devices and 
systems for generating electricity, and the distribution 
and utilization of electrical power. These electrical 
systems incorporate, and require knowledge about, the 
application of electronic and instrumentation devices. 

Hie program is designed to develop in the individual 
the capacity to perform m such areas as model and 
prototype development and testing, systems analysis 
and integration including design, selection, installation, 
calibration and testing. de\elopnicnt of correcti\e and 
preventive maintenance techniques; application of engi- 
neering data; and the preparation of reports and test 
results in support of the electrical engineer. 

16.01 08 00 00 Electronic Technology 

Subject matter and laboratory experiences 
organized to provide preparation in the specialty 
courses, physical science, mathematics, and general 
education concerned with the design, development," 
modification, and testing of electronic circuits, devices 
and systems. Subject matter incorporates solid state 
and microminiaturization devices and representative 
systems such us microwave systems, eomputers, and 
controls. 

The progiam is designed to develop in the individual 
the capacity to perforin in such areas as. practical 
circuit feasibility; prototype development and testing, 
development of maintenance techniques; systems 
analysis including design, selection, installation, calibra- 
tion, and testing, and the application of engineering 
data and preparation of reports and test results in 
support of the professional personnel in the electronics 
field. 



16.01 09 00 00 Electromechanical Technology 

A selection and integration of specialized class- 
room and laboratory learning experiences in both the 
mechanical and electrical fields. 

Instruction is planned to provide preparation for 
responsibilities concerned with the design, develop, 
ment, and testing of electromechanical devices and 
. systems such as automatic control systems and servo- 
mechanisms, including vending machines, elevator con- 
trols, missile controls, tape-control machines, and 
auxiliary computer equipment. 

The program of instruction is designed to develop 
understanding, knowledge, and skills, which will pro- 
vide the capacity to perform effectively in such areas 
as feasibility testing of engineering concepts; systems 
analysis including design, selection, and testing; appli- 
cation of engineering data, and the preparation of 
written reports and test results in support of mechan- 
ical and electrical engineers. 

16.01 10 00 00 Environmental-control Technology 
Gassroom and laboratory experiences designed 
to develop in the pupil knowledge and understanding 
concerned with the scientific principles and basic 
mathematics dealing with the control of temperature 
and quality of air, and the design, testing, installation, 
and development of heating and cooling systems. (See 
also 17.01 00 00 00 Air Conditioning under TRADE 
AND INDUSTRIAL OCCUPATIONS.) 

16.01 10 01 00 Cooling 

Specialized learning experiences concerned 
with tooling systems such as unit air conditioners and 
control systems. Instruction emphasizes design, de- 
velopment, and installation and theif applications to 
cooling systems. 

16.01 10 02 00 Heating 

Specialized learning experiences concerned 
with heat generation systems such as oil burners, coal 
furnaces, and electrical healing units. Instruction em- 
phasizes design, development, testing, and installation 
and their applications to heating systems. 

16.01 10 03 00 Refrigeration 

Specialized learning experiences con- 
cerned with such scientific principles as the laws 
of gases, the flow of fiuids, and automatic control 
systems as applied to the temperature control of a 
particular environment, including food warehouses, 
cryogenic laboratories, and commercial food storage 
units. 
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16.01 10 <W 00 Other Environmental-control Tech- 
nology 

Include here other organized subject matter 
and experiences emphasized in environmental-control 
technology which are not listed above. (Specify.) 

16.01 II 00 00 Industrial Technology 

A program of instruction designed to develop- 
knowledge and understanding of scientific principles, 
mathematical concepts, and communicative and tech- 
nical skills, combined with appropriate laboratory 
experiences which will prepare the pupil to be sup- 
portive to the industrial engineer in production and 
planning. The subject matter emphasizes the design and 
installation of integrated systems of materials, ma- 
chinery, equipment , and personnel. 

16.01 12 00 00 Instrumentation Technology 

A sequence of classroom and laboratory experi- 
ences, supported by physical sciences and mathematics, 
concerned with providing an understanding in the 
fields of electricity, electronics, mechanics, pneu- 
matics, and hydraulics as they pertain to applications 
of the principles of control and recording systems and 
automated devices. The instructional program is 
planned to prepare the pupil to design, develop 
prototypes, and test and evaluate control systems or 
automated systems and to prepare graphs, written 
reports and test results in support of the professional 
personnel working in the field of instrumentation. 

16.01 13 00 00 Mechanical Technology 

A program of instruction, designed to develop 
knowledge and understanding concerning scientific 
principles, mathematical concepts, and communicative 
skills, combined with appropriate laboratory experi- 
ences which will prepare a pupil to become support,ve 
to the mechanical engineer. 

16.01 13 01 00 Energy Conversion 

Specialized learning experiences designed to 
prepare personnel for duties in such fields as steam 
engineering, fuel and combustion analysis, steam and 
gas turbines, industrial power plant equipment, and 
internal combustion engines. 
16.01 13 02 00 Machine and Tool Design 

An organization of subject matter and ex- 
periences concerned with the preparation of drawings, 
■specifications, calculations, and procedures emphasized 
in the design or redesign of parts, assemblies, tools, jigs, 
and fixtures, and the testing of the characteristics and 
'performance of units and components. 



16.01 13 03 00 Production 

Specialized learning experiences designed to 
prepare personnel to perform duties in such areas of 
responsibility as process planning, machine selection, 
materials-handling, quality control, economics of pro- 
duction, inspection, and coordination between engi- 
neering design and production. 

16.01 13 99 00 Other Mechanical Technology 

Include here other organized subject matter 
and experiences emphasized in mechanical technology 
which are not listed above. (Specify.) 

16 01 14 00 00 Metallurgical Technology 

An organization of subject matter and labora- 
tory experiences including specialty courses, physical 
sciences, mathematics, and general education con- 
cerned with the production, research, and/or quality 
control of metals. The instructional program is de- 
signed to prepare pupils for performing duties in such 
areas as: conducting tests on the properties of metals; 
pilot and production plant design and development; 
the development, operation, and alteration of test 
procedures and equipment; and the collection and 
analysis of data and preparation of comprehensive and 
detailed reports in support of professional personnel in 
the metallurgical field. (See also 17.24 00 00 00 
Metallurgy Occupations under TRADE AND IN- 
DUSTRIAL OCCUPATIONS.) 

16.01 15' 00 00 Nuclear Technology 

A combination of subject matter and laboratory 
experiences designed for the study of scientific prin- 
ciples, mathematical concepts, and communicative and 
technical skills which, when combined with appro- 
priate laboratory situations, prepare the pupil to be 
supportive to professionals engaged in developing, 
manufacturing, testing, research, maintaining, storing, 
and handling materials in the nuclear science and 
energy field. The subject matter emphasizes nuclear 
physics, radioisotopes, chemistry, electronics, nuclear 
instrumentation, and safety procedures. Graduates may 
enter and develop in this field as reactor technicians, 
radiation safety technicians, and radioactive-materials 
technicians. 

16.01 16 00 00 Petroleum Technology 

A planned program of classroom and laboratory 
experiences which include mathematics, chemistry, 
physics, petrology, sedimentation, and geophysics as 
applied to the recovery and use of oil and gas. 
Instruction leads to preparation for: oil field explora- 
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16 TECHNICAL EDUCATION-(Continued) 

tion; supervision of rig construction, drilling, oil field 
services, crude petroleum production, and petroleum 
refining: and work in direct support of the engineers 
and geologists in the oil industry. 

16.01 17 00 00 Scientific Data Processing ■ 

A combination of subject matter and experi- 
ences, including scientific principles and mathematical 
concepts, combined with specialty courses and applied 
laboiatory experiences necessary in preparing pupils 
to: convert scientific, engineering, and other technical 
problem formulations <o processibie forms by com- 
puter; resolve symbolic formulations; prepare logical 
flow charts and block diagrams; encode resolvent 
equations for processing by applying knowledge of 
advanced mathematics, such as differential equations 
and numerical analysis; and gam understanding of 
computer capabilities and limitations. 

The program is designed to provide in the pupil the 
capacity to perform such functions as: consulting with 
engineering and other technical personnel to resolve 
problems of intent, inaccuracy, or feasibility of com- 
puter processing; observing the computer during testing 
or processing runs to analyze and correct programming 
and coding errors; reviewing results of computer 
runs for determining necessary modifications and 
reruns; developing new subroutines or the ex- 
tension of the application of available programs; 
and the development of scientific machine lan- 
guages to simplify programming statements and 
coding of future problems. 

16.01 99 00 00 Other Engineering-related Tech- 
nology 

Include here other organized subject matter and 
experiences emphasized in engineering-related tech- 
nology which are not classifiable or listed above, e.g., 
ceramics-engineering technology, marine-engineering 
technology, and mining-engineering technology. 
(Specify.) 



16 02 00 00 00 AGRICULTURAL - RELATED 
TECHNOLOGY • 
That part of the agricultural field which requires the 
application of scientific knowledge and methods com- 
bined with technical skilU in support of agricultural 
activities. Persons prepared in this technology are a 
part of the team which includes the skilled worker, the 
technician, and the scientists. 



16.02 01 00 00 Animal Science 

(For description see 01.01 01 00 00 Animal 
Science under AGRICULTURE.) 

lb.02 02 00 00 Dairy Technology 

(For description see 01.01 01 00 00 Animal 
Science and 01.04 01 02 00 Dpirv Products under 
AGRICULTURE.) 

16.02 03 00 00 Food Processing Technology 

(For description see 01.04 01 00 00 Food 
Products under AGRICULTURE.) 

16.02 04 0O 00 Plant Science 

(For description see 01.01 02 00 00 Plant 
Science under AGRICULTURE.) 



Tech- 



16.02 99 00 00 Other Agricultural-related 
nology 

Include here other organized subject matter and 
experiences, emphasized in agricultural-related tech- 
nology which are not classifiable in the engineering- 
related technology category or are not listed in the 
above category. (Specify.) 



16.03 00 00 00 HEALTH-RELATED TECHNOL- 
OGY 

That part of the health occupations field which 
requires the application of scientific knowledge and 
methods combined with technical skills in support of 
the health occupations. Persons prepared in this tech- 
nology are a part of the health team which includes the 
skilled worker, the technician, and the dentist, medical 
doctor, and other professionals. 

16.03 01 00 00 Dental Hygiene (Associate Degree) 
(For description see 07.01 02 00 00 Dental 
Hygiene (Associate Degree) under HEALTH OCCUPA- 
TIONS EDUCATION.) 

16.03 02 00 00 Electroencephalograph Technician 

(For description see 07.09 01 00 00 Electro- 
encephalograph Technician under HEALTH OCCUPA- 
TIONS EDUCATION.) 

16.03 03 00 00 Medical Laboratory Assisting 

(For description see 07.02 03 00 00 Medical 
Laboratory Assisting under HEALTH OCCUPATIONS 
EDUCATION.) 

16.03 04 00 00 Radiologic Technology (X-ray) 

(Foi description see 07.05 01 00 00 Radio- 
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&,« /fcft***» lX-ray) under HEALTH OCCUPA- 
HONS 1 M CATION.) 

16 0* us titi oO Nursing (Associate Degree) 

(1 or description see 07 03 01 00 00 Nursing 
{ ,bv,u, f < f***l «nJe, HEALTH OCCUPATIONS 
EDU VTION » 

16 0* »w (10 00 Other Health-related Technology 

Include here other organized subject matter and 
exponent emphasized in health-related technology 
whuh are noi lifted above. (Specify.) 

16 04 00 00 90 OFF1CE-RELAT £D TECHNOLOGY 
Hut part of the office occupations field winch 
requires the application of scientific knowledge and 
methods combined with technical ski'ls ir suppert oi 
ottKO occupations. Persons prepared ir this technology 
ire a part ul the offive team which includes the skil'.eo 
*,.rkor. the technician. and adnunistiativc management 
per voi mel. 

16 04 01 00 00 Computer Programmer 

(l or description see 14.02 03 00 00 Program- 
men uader OFFICE OCCUPATIONS.) (See also 
03.17 04 00 00 Computer Programming under BUM- 
Nl SS > 

16 04 O^ 00 00 Systems Analyst Technology 

(lor descr.pt.on see 14.02 04 00 00 System* 
Anal* under OFFICE OCCUPATIONS.) 

IMM »N 00 00 Other Office-related Technology 

Include here other organized subject matter and 
cxpencues emphasized in office-related technology 
which are not classifiable in the engineering-related 
technology category or are not listed in the above 
utcjioiv. (Specify.) 



Guidance of Children under HOME ECO- 
NOMICS.) 

16.05 02 00 00 Hospital Children's Division As- 
sistant 

(For description see 09.02 01 00 00 Care and 
Guidance of Children under HOME ECONOMICS.) 

16.05 03 00 00 Teacher's Assistant at the Prepri- 
mary Level 

(For description see 09.02 01 00 00 Care and 
Guidance of Children under HOME ECONOMICS.) 

16 05 04 00 00 Food Service Supervisor 

(For description see 09.02 > 00 00 Food 
Management, Production, and Services under HOME 
ECONOMICS.) 

16 05 05 00 00 Interior Decorator Assistant 

(For description see 09.02 04 00 00 Home 
Furnishings, Equipment, and Services under HOME 
ECONOMICS.) 

16 05 06 00 00 Home Equipment Demonstrator 

' (For description see 09.02 04 00 00 Home 
Furnishings, Equipment, and Services under HOMe 
ECONOMICS.) 

16.05 99- 00 00 Other Home Economics-related 
Technology 

Include here other organized subject matter and 
experiences emphasized in home economics-related 
technology which are not listed above. (Specify.) 

16.06 00 00 00 MISCELl ANEOUS TECHNICAL 
EDUCATION 

, Examples of other organized technical education 
which may be classified in this category, are: 



16 0^ 00 00 00 HOME ECONOMICS - RELATED 
TECHNOLOGY 

That part of the home economics occupational held 
fthuh requires the application of knowledge and 
m ,,l,od-. combined with technical skills in support of 
activities concerned with children, '-od services, home 
Cimislunis. interior decorating, and related activities in 
rtw home economics field. Persons prepared in this 
.ej.noloey are a' part of the team winch includes the 
skilled worker, the technician, and the professional. 

16 05 01 00 00 Child Care' Center Assistant «* 
(For descr.pt.on see 09.02 01 00 00 Care anl 



L6 06 01 00 00 Commercial Pilot Training 

A program of classroom instruction and prac- 
„cal experience, including mathematics and the ap- 
propriate physical sciences, designed to prepare the 
student to pilot and -eventually assume command 
responsibility for aircraft carrying passengers or freight. 
The program is planned to enable the student to 
acquire competency and knowledge in such fields as; 
aircraft structure, behavior, and operation; a.rcralt 
systems, instrumentation, and controls; radio com- 
munications as applied to aircraft; meteorology; nav.- 
gation; airways safety and traffic regulations; and other 
aspects of a pilot's duties and responsibilities. The 
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16 TECHNICAL EDUCATION- (Continued) 

snidciit Mil be expect 1 to become conversant with 
governing J rules and regulations pei laming to 
p»!"tmg ami will be expected to pass anyk'sb 

prescribed bv the Fede, \viation Agenev for a 
Commerujl Pilot's Certificate upon satisfactory com- 
pIcMum ot the designated sequence of courses, 

I* J* 02 00.00 Fire and Fire Safety Technology' 

A planned sequence of classroom instruction 
(including the appropriate sciences such as chemist r> ) 
and practical experiences designed to piepare the 
student to function as a fire control and fire .afely 
specialist The program is planned to enable the 
*T.iJeni to acquire competency and knowledge in one 
or more ut such diverse fields as structural dcMgn and 
u.iteiwK. mereorological factors impinging upon fire 
situations, Orefighhng and control, therein he inspects 
e. 4 uipii»ciit and advises as to its P r*»per usj*- based 
ipon an understanding of the chemistry ot combustion 
and the most modem techniques for coping with fires, 
the handling of hazardous materials (such as petroleum 
products, and other volatile, explosive, or corrosive 
':utertais> either routinely or in an accident situation. 
The motion of pubhc and private property to 
evaluate tire and fire safety Conditions, wherein he 
makes co mmendations for conection of unsafe con- 
ditions, advising lo.al governments, private industries, 
and individual citizens concerning the prevention of 
accidents and fkes. conducting educational activities, 
though regular school programs or special campaigns* 
to piomotc fire safety and the prevention of accidents 
i»ui I ires. 

lo.Oo ttf U0 00 Forestry Technology 

A sequence o| classroom and laboratory expen. 
^s. mJudmg appropriate physical and biological 
reuses, designed to prepare the student to function ;-s ' 
/ technical specialist in the utilization of our timber 
lesources. The program is planned to emblc the 
* :udent to acquire competency in one or more of such 
areas as: harvesting of timber, wherein lie surveys 
timber lands, draws topographical maps, selects trees 
tor cutting, and plans the transportation of logs to 
nnP or loading sites; conducting or assisting in 
research involving the preparation ol wood for com- 
mercial use, and (he preservation and utilization of 
wood and its by-products; developing, improving, or 
determining methods of handling, curing, sliaping.and 
treating wood in the course of manufacturing wooden 
products; investigating and assisting in setting up 



chemical or mechanical processes for converting wood 
into various commodities, and testing wood for such 
properties as strength, elasticity, and endurance, and 
recommending proper utilization. 

16.0b 04 00 00 Oceanographic Technology (Phy. 

sical. Biological, and Fisheries) 
Tins item is not defined here because it is 
presently undergoing extensive study and development. 

16-06 05 00 00 Police (Law Enforcement and Cor- 
rections) Science Technology 
A planned sequence of classroom instruction 
and laboratory experiences designed to prepare a 
student to function as one oi more of the following: 
(Da generahst in any law enforcement agencv con- 
cerned with patrol and investigative activities, Wfie 
control, inmai contact with the public such as obtain- 
ing information, preparing reports, and testifying in 
court; (2) an evidence technician operating m a 'crime 
laboratory or mobile unit concerned with the collec- 
tion, preparation, and transportation of physical evi- 
deuce including the use of skills m photography and 
report writing; and (3) a technician primarily" con- 
eerned with delinquency or crime prevention who 
may be employed by a police agency, juvenile court, or 
correctional institution to (a) carry out responsibilities 
which may include investigation and referral of de- 
pendent-neglected children as well as delinquents and 
youthful offenders, <b) supervise persons on probation, 
or (c) provide rehabilitative services to offenders. 

16.06 W 00 00 Other Miscellaneous Technical Edu- 
cation 

Include here other aspects of technical educa- 
tion emphasized in instruction which are not listed in 
or appropnate to one of the above categories. 
< Specify J 



TRADE AND INDUSTRIAL 
OCCUPATIONS 
17,00 00 00 00 

Trade and industrial occupations is the branch of 
vocational education which is concerned with pre- 
paiing persons for initial employment, or for upgrading 
or retraining workers in a wide range of trade and 
industrial occupations. Such occupations are skilled or 
semiskilled and are concerned with layout designing, 
producing, processing, assembling, testing, maintaining, 4 
servicing or repairing any product or commodity 
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Instruction is provided (1 > in basic manipulative skills", 
safety judgment, and related occupational information 
in mathematics, drafting, and science required to 
perform successfully in the occupation, and (2) 
through a combination of shop or laboratory expert- 
enees simulating those found in industry and classroom 
learning/ Included is instruction for apprentices in 
appreciable occupations or for journeymen already 
engaged in a trade or industrial occupation. Also 
included ft training for service and certain seimprotes- 
sional occupations considered to be trade and indus- 
trial in nature. 

The Ad Hoc Committee- tor Trade and Industiial 
Occupations applied the following criteria to the 
selection of substantive content for placement in the 
MihwcMiutter area, ( 1 ) the content was determined bv 
consensus of the committee u» be unique and appio- 
prute to trade und industrial occupations; <2J subieet- 
nutter items could be defined in brief loim using only 
salient descriptive elements, and (3) tne vanous aspects 
ot organised subject matter weie identifiable by titles 
winch the ad hoc committee considered t« be most 
appropriate to.trade and industrial occupations. 

Opportunities are frequently provided both during 
the outside regular classt.me for pupils to develop 
uileresis. skills, and knowledge in selected aspects ot 
trade and mdusfrul occupations as an integral part ot 
the instructions! program. As an example, the Voca- 
tional Industrial Gubs of America provide additional 
opportunities to develop leadership, civh respons.hi .- 
ties other qualities, and an understanding ot the vrid 
ot work in trade and industrial occupations. Such 
or-ani/ed activities, under appropriate supervision, are 
referred to as cnitrrkular activities. They may be 
designed for participation of pupils as individuals or m " 
groups. A variety ot activities is identified under 
20 00 00 00 00 Cocurncular Activities in chaplvi > 
beginning "ii page 146. and they are discussed more 
futlv in tins chapter beginning on page 24:. As an il- 
lustration, the Vocational Industrial Clubs ot Amen- . 
" can he identified lor reporting purposes and turthe. 
described under Cocurncular Activities as lieu. 
20 01 33 00 U0. 

Many items of information in chapters 3 and ■» are 
supportive to pupils, instructional staff, and subjeU 
matter in the instructional program. For examples see 
th« items classified in the X 07 00. Series I valuation 
and Curriculum Improvement on page 71 7>>.atid the 
ltC n,s classified in the X 32 00. Series School Serv- 
ices Supporting Instruction on page % 96. (.raphic 
dlustiat.ons of these relationships are shown in table 
on pa-;e 1 1 and m fieure 2 on piue 13. 



17.01 00 00 00 AIR CONDITIONING 

Classroom and shop experiences which enable the 
student to become profiwent in the installation, repair, 
and maintenance of commercial, industrial, and do- 
mestic air conditioning systems. Included is instruction 
in the theory and. application of basic principles 
involved in. conditioning of air: cooling, heating, 
filtering, and controlling humidity, the operating chai- 
actertstics „f various units and parts, blueprint reading, 
the use of technical reference manuals, the diagnosis ol 
malfunctions, the overhaul, repair, and adjustment ol 
units and parts such as pumps, compressors, valves 
springs, and connections-, and the repair ol electric and 
pneumatic control systems. (See also 16.01 10 00 W 
Environmental-control Technology under TLX 1 1 
NICAL EDUCATION.) 

17.01 01 00.00 Cooling 

Learning experiences specifically concerned 
with the installation, operation, testing, and trouble- 
shooting ot various types of an eoohng equipment, 
including the controls needed for operation. 

17.01 02 00 00 Heating 

Learninu experiences specifically concerned 
with the installation, operation, testing, and trouble- 
shooting of various types of heating equipment, in- 
cluding the controls needed for operation. 

17.01 03 00 00 Ventilating (Filtering and Humidifi- 
cation) 

Leai mug experiences specifically concerned 
with the installation, operation, testing, and trouble- 
shooting of various a.r quality control equipment such 
as hunudifieis. filters, tans, and related equipment. 

17 01 «W 00 00 Other Air Conditioning 

Include here other specialised subject mattci 
and learning experiences emphasized in an condi- 
tioning, refrigeration, and heating which are not listed 
above. (Specify.) 

17.02 00 00 00 APPLIANCE REPAIR 

Classroom and shop expenenccs concerned with the 
theorv ot electrical circuitry, simple gearing, linkages 
and lubrication the operation, maintenance, and 
rcpau ol components including relays, time switches, 
pumps, md agitators Used in appliances such as 
washers, drvers. vacuum cleaners, toasters, wutei 
beaters, and stoves. Related training is provided in the 
uses ol familiar tools, test equipment, and servic 
manuals, and in making cash eslim lies tor repairs 
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, 17 TRADE AND INDUSTRIAL 
OCCUPATIONS (Continued) 

r 02 01 no 00 Electrical Appliances 

Loaning experiences speuhcalh concerned 
with the repair, installation- and servicing of electrical 
appliances 

I 7 o: o: 00 00 Gas Appliances 

Icaifiiifj experiences speciltcalh concerned 
ftith rhe repun. maintenance, and seivicmg of gas 
applwiivCs 

17.03 00 00 00 AUTOMOTIVE SERVICES 

Classroom ami shop experiences winch include 
tiaming m all phases ot automotive maintenance repair 
»««k on all fvpes ,»? automotive vehicles Included is 
naming m ihc use oj technical manuals and a varietv of 
ha'td and po\wt tools Instruction and practice are 
ptovnled ni tl»e diagnosis ot malfunctions, disassembly 
ot units, parts inspection and repair o r replacement of 
parts involving engine overhaul and repair, igmuon 
nWokis. caihuretiou, brakes, lr.i!u*nbMoiis. front-end 
alignment, and the installation ot varien oj acccs- 
dories such as^ radios, healers, mirr^Ts. and wiiuUhseld 
wmeis | Sec also 10.16 00 00 00 Po\ur/Atit»morm- 
Ma hanu \ under INDUS! RI \L AR f S ) 

17 0! 00 oo Body and Fender 

Specialized learning e\penen< ^ concerned with 
all phans ot repairing damaged Indies and tenders 
«ulud«.j metal straighknmg by hammering, smooth- 
ing areas h> liluip. winding or sanding, concealment of 
unpeik\uoHs. paintine. and replacement ul body 
components, including trim. 

rux 02 on oo Mechaaics 

learnme expeMetices contented with the com- 
ponents o| ihe vehicle, including engine, powu irans* 
mission, steering, brakes, and eleuneai s> si ;;us In- 
el'ided is framing m the use o! diay.ostn- a«d testing 
equipment and fools used in fhe repan piocPw 

P.03 05 00 00 Specialization 

Learning experiences which emphasize more 
detailed training m the adjustment and repau . ' the 
Jtiioniohilc. including the radiator, tranymssi<m, carbu- 
retor, brake sv%tcm. and other units to thieve greater 
proiKiencv m the servicing ot selected ..omoonents. 

17.03 00 00 Other Automotive Industries 

h.jluJe here other organized sublet f matfei and 



learning experiences emphasized in automotive indus- 
tries which are not listed above, (SpeuH,, 

17.04 00 00 00 AVIATION OCCUPATIONS 

Classroom and practical experiences which include 
instruction relating to aircraft maintenance, aircraft 
operation, and ground support. 

17.04 01 00 00 Aircraft Maintenance 

Classroom and shop experiences concerned w»th 
the inspection, repair, servicing, and overhauling of all 
airplane parts, including engines, propel mstru- 
ments. airframes, fuel and oil tanks, control cables, and 
hydraulic units. Learning the use of technical manuals 
and various kinds of testing equipment is also empha- 
sized. 

17,04 01 01 00 An Frame 

Specialized classroom and shop experiences 
concerned with the maintenance and repair of all 
airplane parts other than engines, propellers, and 
instruments. Training emphasizes the layout and fabri- 
cation of sheet metal and other materials; assembly and 
installation of structural members; equipment and 
mechanical parts, and the disassembly and replacement 
of damaged or worn parK Training prepares the pupil 
toi tjie Federal Aviation Agenc> examination for the 
air frame mechanic'* license. 

17,04 01 02 00 Power Plant 

Specialized classroom and shop experiences 
concerned Voth the maintenance and repair ot all types 
ot power plants for aircraft. Course work includes 
engine inspection and maintenance; lubrication and 
cooling; electrical and ignition systems; carburet ion, 
luck and tuel systems, and propellers. Trammg pre- 
pares the pupil for the Federal Aviation Agency 
examination for the power-plant mechanic's heense 

17.04 01 w oo Other Aircraft Maintenance 

Include here other organized subject matter 
and learning experiences empha ,/ed in aircraft niainte. 
nance whkh aie not listed above, (Specify.) 

17.04 02 00 00 Aircraft Operations 

Classroom and practical experiences concerned 
with the inflight operation of commercial planes, 
including piloting, navigating, and passenger services, 
e.g., flight engineer, pilot, and stewardess training 

17 04 03 00 00 Ground Operations 

Clissroom ;<n d practical experiences concerned 
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Willi the ground siippoit ot commerujl planer, in- 
cluding passenger ^vice. jUc;jM P ,cni P ,lt * ,VKtf * aIld 
flight control, e.g.. baggage handler, ticket agent, and 
traffic controller training 

17.05 00 00 00 BLUEPRINT READING 

Classroom and pracluai experiences concerned *ith 
visuah/im\ pu-parMiV. developing, and interpreting 
blueprints Included tor stud> are the principles oi 
sketching and drawing . ojecu or structures, under- 
standing and utilizing symhoU. plans, sections, and 
details »ui communicating through blueprints, inter- 
preting blueprints and then related specifications, and 
translating them into actuality , 

17.06 00 00 00 BUSINESS MACHINE MAINTE- 

NANCE 

UjNsro.Mii and shop experiences concerned with 
maintaining and repair-ug a Variety of olfne machines 
sadi as typewriters, dictation machines, and calcu- 
late, data processing equipment used for recording 
and processing data and duplicating and mailing 
machines. Instruction includes diagnostic techniques, 
understanding of mechanical principles such as those 
mvolved in gears, cams, levers, and eccentrics: nomen- 
clatures, uses and care of special hand and power tools, 
soldering, mechanical drawing, principles ot electricity 
^ d ekCtron.cs. use, o| testing devices, and business 
■ procedures and customer relations. 

17.07 00 00 00 COMMERCIAL ART OCCUPA- 
TIONS 

Oreaiu/cd specialized learning experiences which 
include tlM-.»r>. laboratory, and shopwork as they 
relate to the design and execution ot layouts and 
makine illustrations lor advertising." display, and in- 
structional manuals Instruction includes advertising 
theorv and preparation ot copy, lettering, poster 
design, tashion dlustiatton. silk screen, air brush and 
touchup. inks md coloi dynamics, package and 
product dcswii. diawmgs |oi hue and halftone repro- 
duction, and other display devices and exhibits. In- 
duction leads ... preparation for various types oi 
employ meti» such as fashion .Hustfator, techn "al il- 
Itistrator, iiiteiior decoiator.and advertising attist. 

|-<r nl (to ir h- rior Decorating 

(hcMin/ed learning experiences concerned with 
the application ot nt principles. to the design, selec- 
tion, and arraniicuient ol materials and objects in 
id commercial structures, and 



interiors ot resiuenti.il atic 



m ships and aircraft to achieve esthetic effects or as a 
media tor conveying ideas. r 
* 

17.07 02 00 00 Window Display 

Organized learning experiences concerned with 
the application of art principles to the design, elec- 
tion, layout, and arrangement of materials and objects 
tor the purpose of attracting attention of customers. 

17.07 03 GO 00 Product Design 

Organized subject matter and experiences con- 
. ejned with application of knowledge of commercial 
art to the design of commercial products for the 
purpose of decorative, esthetic effects and current 
styling consistent with the utilization value ot such 
products. Such occupations also require knowledge ot 
products and production methods. 

17.07 99 00 00 Other Commercial Art Occupations 
Include here other subject matter and learning 

experiences emphasized in commercial art occupations 
which are not listed above. (Specify.) 

17.08 00 00 00 COMMERCIAL FISHERY OCCU- 
PATIONS 

Organized specialized learning experiences which 
mclude theory, laboratory, and shopwork as they/ 
relate to seamanship, navigation, and communications; 
utilization of rigging and other equipment; mainte- 
nance and repair of boats; techniques for finding Ii3h; 
shipboard preservation and refrigeration; processing 
catches afloat and on shore; and operation and 
maintenance of all fishing gear and power plants. 
Instruction leads to preparation for various types ol 
employment such as fisherman, processor, weigher, and 
equipment and special gear maintenance man. 

17.08 01 00 00 Seamanship 

Organized learning experiences concerned with 
skills of seamanship, including the use and maitenaiice 
of line and nets, of navigat.onal aids, and ot radio and 
fundamental electronics eqm nnent, techniques of boat 
handling, safely and survival at and weather 
forecasting, and fundamental mamtenam . decks 
and surface, engines, and, power plants. 

17.08 02 00 00 Ship and Boat Operation ?nd Main- 
tenance 

Organized learning experiences concerned with 
the planning and supervision of operation, mainte- 
nance, and safety of passenger or cargo vessels. 
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17 TRADE AND INDUSTRIAL 
OCCUPATIONS^(Continued) 

17.08 W 00 00 Other Commercial Fishery Occupa. 

lions 

* JtuuJc hero other organized subject matter and 
kmnm experiences emphasized in Commercial fishery 
i^^upations uhieh are not listed above. (Specify.) 

17.09 00 fiQ, 00 COMMERCIAL PHOTOGRAPHY 

OCCUPATIONS 

Organized specialized learning experiences which 
include theor>, laboratory, and studio work as each 
~ idates to all phases of camera uses and photographic 
processing, Instruction includes composition and color 
dwijimes, contact printing, and enlarging; developing 
film, air brush and retouching, coloring, and copying? 
utilization of cameras, meters, and other photographic 
equipment, portrait: commercial, and industrial pho- 
tography and processes such as microfilming and 
.preparing ^opv for other priming and graphic arts 
processing. 

Instruction also emphasizes the development of 
skills and knowledge essential for employment in 
planning developing, % and producing in such areas as 
audiovisual materials and telecasting, and for employ- 
ment as a commercial photographer, airbrush man, 
cameraman (offset printing), audiovisual projectionist, 
and cameraman (broadcasting). 

IJW 01 00 00 Photo^aphic Laboratory and Dark- 
room Occupations 
Subject matter and learning experiences con- 
cerned pumarilv with developing and printing photo- 
graphs still or motion picture film; controlling re- 
sultanl prints, touch up of negatives: and finishing, 
v« inng. restoring, and copy ing of prints. 

1 t.W w 00 00 Other Commercial Photography Oc- 
cupations 

Include here other subject inat'sr and learning 
experiences emphasized in commercial photography 
wfuJi are n«*t listed oi classifiable above. (Specify.) 

17.10 00 00 00 CONSTRUCTION AND MAINTE- ' 
NANCE TRADES 
( liwriHini and shop experiences concerned witfuhc- 
erjvMoiu msfallation, maintenance, or repair of build- 
up, iujlmavs, airports, missile sites, and earth and 
«»fher structmcs using aborted materials such as metal, 
•ainuI. stone, brick, glass, concrete, or composition 
»'iT.si4iKes Instruction is provided m a variety of 



activities such_ as cost estimating; cutting, fitting, 
fastening, and finishing various materials; the uses of a 
variety of hand and power tools; and blueprint reading 
and following technical specifications. Knowledge con- 
cerning the physical properties of materials is also 
emphasized. 

17.10 01 00 00 Carpentry 

Classroom and shop experiences involving lay- " 
out, fabrication, assembly, installation, and repair of 
structural units. Emphasized in instruction are the care 
and use of hand and power tools; equipment and 
materials; common systems of frame construction and 
the principles involved;and drafting, blueprint reading, 
applied mathematics, and materials estimating 



;i7J0 02 00 00 Electricity 

Classroom and shop experiences concerned with 
the layout, assembly, installation, testing, and mainte- 
x nance of electrical fixtures, apparatus, and wiring used 
nK^leetrical systems. Instruction is provided in the 
readiri^nterpretatio.H, and understanding of residen- 
tial, commercial, and industrial wiring based on con- 
trolling electrical codes. 

17.10 03 00 00 Heavy Equipment (Construction) 

Classroom and practical work experiences con- 
cerned with the operation, maintenance, and repair of 
heavy-duty equipment such as bulldozers, cranes, 
, graders, tractors, concrete mixers, crawler-mounted 
shovels, trailer-mounted compressors, and the gasoline 
or diesel engines powering the equipment. 

17.10 03 01 00 Maintenance- 
Specialized classroom and practical work 
experiences concerned with (I ) the field maintenance 
ot earthmoving equipment, and (2) the general mainte- 
nance and overhaul of such equipment. Instruction 
covers inspection; maintenance and repair of tracks, 
wheels, and brakes; operating controls; electrical 
circuits; engines; and techniques in welding and 
brazing. 

17.10 03 02 00 Operation 

Specialized classroom and practical work * 
experiences concerned with the uses, care, and opera- 
tion of a variety of earthmoving equipment such as 
crawler tractors, motor graders, and mot:* scrapers; 
shovels, including dragline and hoc; and cranes. Instruc- 
tion provides for experiences in digging ditching, 
sloping, stripping, grading, back filling, clearing, and 
foundation excavating. 
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17.10 04 00 00 Masonry 

Specialized classroom and shop experiences con- 
cerned with the cutting, chipping, and fixing in position 
concrete blocks, brigand glass blocks using bonding 
materials and hand tools. Included is training in reading 
architectural plans, planning, and estimating. 

17.10 05 00 00 Painting and Decorating 

Specialized classroom and shop experiences 
concerned with the preparation and finishing of ex- 
terior and interior surfaces bv the application ot 
protective or decorative coating materials such as 
lacquer, paint, and wallpaper. Instruction includes 
experiences m scraping. Miming, or sanding surfaces, 
making, mixing and matching paints and colors, and 
appKmg wanting with brush, roller, or spray gun, or by 
cutting, pasting, and hanging wallpaper. 

17.10 06 00 00 Plastering 

Specialized classroom and shop experiences 
concerned with the application of plaster, stucco, and 
similar materials to interior and exterior surfaces of 
structures. Instruction includes the preparation of 
surfaces and the smoothing and finishing of them. 

17J0 07 00 00 Plumbing and Pipe fitting 

Specialized classroom and shop experiences 
concerned with layout assembly, installing, altering, 
and repairmg piping s>>tems. including rebted fixtures 
and fittings in structures, hv the use of pipeeutting, 
bendinj. Ind threading tools, v.elding, soldering, and 
bra/mj equipment . and other hand and power tools 
and equipment 

P.10 OH 0O 00 Or> wall Installation 

Organized learning experiences concerned with 
the installation ot wallboaid, plasterboard, or other 
interior Places of structures 

|7.|0 W 00 00 Glazing 

Or^aro/ed learning experiences um^emeJ with 
prcpan ,v\ fitfnvj. nd installing ahss in structures and 
other opening o| hnildimis, suji as vvmdnv^. do^rs. 
and pirtmons .n in objects ;ueh as displav cases and 
table ?<>pN 

17 10 in 00 HO Roofing 

OriMM/eJ teirmng cxpeucnccs concerned with 
uuenn: m-.ts md exfenor walls ot structures with 
waterproofing <»r nisiilatirv: materials suji as asphalt, 
aluminum shtc. wood, and related composition ni,. 
tt-n it- 



17.10 00 00 00 Other Construction and Mainte- 

nance Trades 
Include here other subject matter and learning 
experiences emphasized in construction and mainte- 
nance trades which are not listed above. (Specify.) 

17.11 00 00 00 CUSTODIAL SERVICES 

Classroom and shop experien.es which are con- 
cerned with all phases of the care and cleaning of 
buildings, fixtures, and furnishings, including all types 
of building interiors sujji as linoleum, plastic, terrazo, 
tile, and wood floors, rugs; and plastic, wood panel, 
paint, and synthetic wall coatings. Skills are taught in 
the use and care of hand and power tools of such 
operations as dusting, dust mopping, wet mopping, 
scrubbing, waxing, and refinishing, and the cleaning of 
toilet rooms, windows, and walls. 

Additional emphasis is on (1) characteristics of 
various cleaning agents and protective coatings -in- 
cluding their reactions on surfaces-and procedures of 
applying them; (2) sanitation and disinfectants; (3) 
scheduling work, and (4) purchasing custodial supplies. 

i 

17.12 00 00 00 DIESEL MECHANIC 

Classroom and shop experiences which are con- 
cerned with all phases of repair work on diesel engines 
used to power buses, ships, trucks, railroad trains, 
electric generators, construction machinery, and similar 
equipment. Instruction and practice are provided in the 
diagnoses of malfunction; disassembly of engines and 
examination of parts, reconditioning and replacement 
of parts; repair and adjustment of fuel injection 
systems, oil and water pamps, generators, governors, 
auxiliary and accompanying power units, controls, and 
trigsmissions. The uses of technical manuals, a variety 
of "hand and power tools, and testing and diagnostic 
equipment are also studied. 

17,13 00 00 00 DRAFTING OCCUPATIONS 

Organised specialized learning experiences which 
emphasize theory, use of the drafting room, and 
laboratory and shopwork as each relates to gathering 
and translating data or specifications, including the 
aspects of fanning, preparing, and interpreting me- 
ehanical. architectural, structural, pneumatic, marine, 
eleetncal/ele.Jronic, topographical, and other drawings , 
and sketches, Instruction is designed to provide experi- 
ences in drawing, in the use of reproduction materials, 
equipment, and processes, the preparation of reports 



and data sheets foi writing specification*; the de 
ment of plan and process charts and drawings; ;i 
development of models 



(relnp- 
ud the 



ERLC 



rs * 



257 



17 TRADE AND INDUSTRIAL 
OCCUPATIONS-(Continued) 

Instruction emphasizes the development of skills 
and knowledge essential for employment in ancilfary 
capacities such as tracers or reproduction equipment 
operators, and for occupations such as mechanical 
draftsman, structural draftsman, tool designer, fixture 
designer, and punch and die designer. (See also 
10.03 00 00 00 Drafting under INDUSTRIAL 
ARTS.) 

17.14 00 00 00 ELECTRICAL OCCUPATIONS 

Organized subject matter <and experiences which 
include theory, laboratory, and shopwork as each 
relates tq planning functions, generating and trans- 
mitting electricity, installing and maintaining electrical 
and communications systems, and equipment and 
components Instruction emphasizes practical applica- 
tions of mathematics, the sciences, circuit diagrams and 
blueprint reading, sketching, and other subjects essen- 
tial to preparation for employment in the electrical 
occupations. (See also 10.04 00 00 00 Electricity/ 
Electronics under INDUSTRIAL ARTS.) 

17.14 01 00 00 Industrial Electrician 

Specialized classroom and practical instruction 
related to the maintenance and repair of a variety of 
industrial machinery driven by electric motors, or 
which are electrically controlled. 

1 7. 1 4 02 00 00 Lineman 

Specialized classroom and practical experiences 
umccrncJ with the installation and operation and 
maintenance of local, long-distance, and rural lines, 
including pole- and tower-line erection and construc- 
tion. 

1?,14 01 00 00 Motor Repairman 

Specialized classroom and practical experiences 
concerned uith the assembly, installation, testing, 
maintenance, and repair of electric motors, generators, 
transformers, and related equipment. 

17.14 00 00 Other Electrical Occupations 

Include here other subject matter and learning 
experiences emphasized in electrical occupations which 
arc not listed above (Specify.) 

17J5 CO 00 00 ELECTRONICS OCCUPATIONS 

Organized specialized learning experiences which 
uJihle theory, laboratory, and shopwork as each 



relates to planning, producing, testing, assembling, and 
installing and maintaining electronic communications 
equipment such as radio, radar, and television; indus- 
trial electronic equipment, including digital computers; 
new electronic systems, components, and equipment; 
and control devices. Emphasis is on solid-state devices 
and components, electron tube- characteristics, low- 
frequency amplifiers, LC and RC Oscillators, transis- 
tors, and amplitude and frequency modulation. In- 
struction is designed to develop knowledge, under- 
standing, and skills essential for employment in 
communications, industrial electronics, radio/tele- 
vision, and other electronics occupations. (See also 
10.04 00 00 00 Electnctty/Electronics 'under IN- 
DUSTRIAL ARTS.) 

17.15 01 00 00 Communications 

Specialized classroom and practical experiences 
concerned with the' assembly installation, operation/ 
maintenance, and repair of communications equipment 
and systems of all types, e.g„ industrial and enter- 
tainment sound systems, data processing, telephone 
dial systems, two-way radio, central circuits, hearing 
aids, and high-fidelity receiving sets. 

17.15 02 00 00 Industrial Electronics 

Specialized classroom, laboratory, and practical 
experiences which are concerned with the basic ele- 
ments of vacuum tubes and circuitry; using and 
servicing testing equipment and troubleshooting 
circuits; the study of an experience in repairing 
photoelectric controls, timers, selector switches, 
counters, recorders, and transducers; solid-state devices 
and components, the study of the characteristics and 
intricacies of equipment and components used in 
industry and research centers. 

More advanced instruction includes study, analysis, 
and repair of magnetic amplifiers, motors, motor 
controls, electronic heating, saturable reactors, servo* 
mechanisms, pulse circuits, computers, and test instru- 
ments-including basic principles and servicing pro- 
cedures. Field trips are frequently emphasized. 

17.15 03 00 00 Radio/Television 

Specialized theory and practice which are con- 
cerned with the construction, maintenance, and repair 
of radios and television sets. Training' also prepares 
pupils to diagnose troubles and make repairs on other 
electronic products such as high-fidelity sound equip- 
ment, phonographs, and tape recorders. 

17.15 99 00 00 Other Electronics Occupations 



Include -tierc other subject matter and learning 
experiences emphasized in electronics occupations ^ 
which are not listed above. (Specify.) 

17 J 6 00 00 00 FABRIC MAINTENANCE SERV- 
ICES 

Classroom and laboratory experiences which are 
concerned with all phases of maintenance service on all 
types of fabrics, instruction emphasizes identifying, 
marking and entering, sorting, assembling, wrapping, 
and bagging clothing and other !abrics;a wide range of 
information dealing with drycleaning and spotting 
agents, detergents, bleaches, and dyes; effects of heat 
on various fabrics; skills involved in the use of hand 
tools and power\;quipment such as power presses for 
flat work, roller presses, washers, extractors, and 
t! * e and alteration and repair of fabrics. 

17.'6 01 00 00 Drycleaning 

P'lssroom and practical experiences concerned 
with theory and knowledge in drycleaning plant 
management and processes. Instruction includes re- 
ceiving garments, inspecting, dry and wet cleaning, 
identifying spots and spotting, pressing, dyeing, and 
sorting and wrapping wearing apparel, household fur- 
nishings, and other articles of textile construction or 
leather, ' Also emphasized are experience* concerned 
with various cleaning agents, kinds of fabrics, alteration 
and repair of articles, and uses of hand and power tools 
and equipment. 

17.16 02 00 00 Laundering 

Classroom and practical experiences concerned 
with theory and knowledge in laundering plant man- 
agement and processes. Instruction includes receiving 
garments, inspecting, washing fabrics, spottingjroning 
and pressing, dyeing, bleaching, sorting, and folding 
and wrapping wearing apparel and household and other 
articles of textile construction. Also emphasized are 
experiences concerned with various cleaning agents 
(including detergents), types of fabrics, and uses of 
hand and power tools and equipment. 

17.16 W 00 00 Other Fabric-maintenance Services 
Include here other subject matter and experi- 
ences emphasized in fabric-maintenance services which 
are not listed above. (Specify.) 

17 n 00 00 00 FOREMANSHIP, SUPERVISION, 
MANAGEMENT, AND LEADER- 
SHIP 

Planned learning experiences designed to assist 



supervisor in effectively utilizing the men, machines, 
and materials under his supervision by broadening his 
background knowledge and developing his leadership 
abilities. Included is. the study of human behavior, 
organization and management, oral communication, 
labor luws, personnel procedures, job analysis, work 
simplification, employee; utilization, and the develop- 
ment of writing techniques as applied to the prepara- 
tion, of letters, memos, and technical reports, speed- 
reading, and safety anfrfirst-aid procedures. 

17.18 00 00 00 GENERAL CONTINUATION 

(For description see X 02 45.23 General Continue- 
tion Class 62.) 

17,1ft 00 00 00 GRAPHIC ARTS OCCUPATIONS 

Organized specialized learning experiences whteH * 
include theory, laboratory, and shopwork as they 
relate to all phases of hot and cold typesetting! layout, 
composition, presswork and binding, including flc^- 
ography, lithography, piunoengraving, and other 
graphic arts related to the printing industry. Emphasis 
is on typographical layouts and design, hand and 
machine typesetting, camera and plate work, imposi- 
tion, typecasting, offset and platen press makeup and 
operation, papercutting, ink and* color preparation, 
binding, and production by silkscreen process. Instruc- 
tion leads to preparation for various types of employ- 
ment such as typesetter, compositor, cameraman, 
platemaker, cost analyst, expediter, and production 
planner. 

17.19 01 00 00 Composition, Makeup, and Type- 
setting 

Organized learning experiences concerned with 
layout, composition, makeup, and hand and machine 
typesetting and typecasting. 

17.19 02 00 00 Printing Press Occupations 

Organized learning experiences concerned with 
making ready, operating, and maintaining printing 
presses. 

17.19 03 00 00 Lithography, Photography, and 
Platemaking 
Organised learning experiences concerned with 
lithography, lithographic photography, stripping, and 
related platemaking processes. 

17,19 04 00 00 Photoengraving 

Organized learning experience concerned with 
photographing illustrations and other copy that cannot 



17, TRADE AND INDUSTRIAL 
OCCUPATIONS-(Continued) 

He *?t up in type, developing negatives, and preparing 
photosensitized metal plates for use in printing 

17.19 05 00 09^ Screen Making and Printing 

, Organized learning experiences concerned with 
the preparation of silk screens and the operations of 
silk screen pruning. 

17.19 06 00 00 Bookbinding 

Organized learning experiences concerned with 
gathering pages, forms, and related materials and 
assembling them into books or pamphlets. Included are 
techniques concerned with binding and repairing books 
and documents. 

% 17.19 9<) 00 00 Other Graphic Arts 

Include here other subject matter and learning 
experiences emphasized in graphic arts which are not 
listed above, including those involving new methods 
and technologies. (Specify.) 

17.20 00 00 00 INDUSTRIAL ATOMIC ENERGY 

OCCUPATIONS 
Orgam/ed specialized learning experiences which 
include theory laboratory, and shopwork as they 
related to (I ) the construction, operation, and mainte- 
nance of reactor plants and industrial "X-ray" equip- 
ment, and (2) the industrial uses of radio-isotopes for 
production and control operations. Almost every form 
ol mechanical, electrical, electronic, and chemical skills 
and equipment generall> used in industry may be 
involved. 

17.20 01 00 00 Installation Operation, jid Mainte- 
nance of Reactors 
Organized learning experiences which are con- 
cerned with atomic reactor plants and their use. 
Lmphasized m addition to the knowledge and skills 
required in general construction of reactor plants are 
the related factors of reactor theory, operating charac- 
teristics and limitations, instrumentation, radiation 
hazards, maintenance, and emergency and safety pro- 
cedures. 

17.20 02 00 00 Radiographv 

Organized learning experiences which are con- 
cerned with the installation, safe operation, interpreta- 
tion, and maintenance of n dustrial "X-ray" equip- 
mem Training also includes , toinic theory, operating 
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procedures, radiation protection standards and instru- 
ments, photographic film, and interpretation of film 

exposures. 

17.20 03 00 00 IndustriafUses of Radioisotopes 

Organized learning experiences which are con- 
cerned with the industrial use of radioisotopes in 
production and control operations. Training also in- 
cludes atomic theory, electrical and electronic theory, 
operating procedures, specialized instrumentation! 
radiation protection, process and quality controls! 
interpretation, and recordkeeping. 

17.20 99 00 00 Other Industrial Atomic Energy Oc- 

cupations 

Include here other subject matter and experi- 
ences emphasized in industrial atomic energy occupa- 
tions which are not listed above. (Specify.) 

17.21 00 00 00 INSTRUMENT MAINTENANCE 

AND REPAIR OCCUPATIONS 
Classroom, laboratory, and practical experiences 
concerned with maintaining and repairing meters, 
instruments, watches and clocks, and other physical 
measuring devices. Instruction includes experiences in 
diagnosing malfunctions, disassembling, repairing and/ 
or replacing faulty parts, cleaning, assembling and 
adjusting, and using special bench and hand tools, 
meters, and standards. 

17.21 01 00 00 Instruments (other than watches and 
clocks) 

Classroom, laboratory, and practical experiences 
concerned with maintaining and repairing various types 
of meters and other types of measuring and control 
devices, e.g., heating and air-conditioning controls; dial 
pressure gauges, scales and balances; electrical con- 
trolling, measuring, and recording devices; optical 
instruments, and navigational and aeronautical instru- 
ments. Instruction includes experiences in diagnosing 
malfunctions, disassembling, repairing and/or replacing 
faulty parts, cleaning, assembling and adjusting, and 
using special bendi and handtools, meters, and 
standards. 

17,21 02 00 00 Watchmaking and Repair 

Classroom, laboratory,' and practical experiences 
concerned with making, maintaining, and repairing 
clocks, watches, chronometers, and similar types of 
time-measuring devices. Instruction includes training in 
diagnosing malfunctions; disassembling and repairing cr 
replacing faulty parts: cleaning, assembling, and ad-' 
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justing paits. equating repair costs, and replacing 
straps and bands, er.vstals, crowns, and hands, Tlie 
various kinds and uses of special watchmaker's bench 
and hand tools. e.g., lathe, staking tool, loupe, pliers, 
trumg cahpeis, poising tool, tuning machine, iwee/ers, 
soldering devices, pallet warmer for burnishing, and 
grinding, drilling, and polishing tools and devices are 
included in instruction. Cleaning and performing other 
operations are emphasized as well as the types and uses 
of various materials including metals, plastics, 
chemicals, oils, waxes, and abrasive powders. 

17.22 00 00 00 MARITIME OCCUPATIONS 

Classioom, laboratory, theory, and practical experi- 
ences concerned with preparation for the performance 
of tasks on fresh-water and seagoing ships, tugboats, 
barges, floating drydoeks, and other marine craft and 
floating structures, as well as related harbor and dock 
machinery and equipment, hrefighting, lifeboat work, 
and swimming are taught to all pupils. Emphasis is on 
fiber and wire rope handling and splicing, chipping and 
painting the hull, cargo handling gear and giound 
tackle, and watclistanding and lookout in the deck 
department; maintenance, operation, repair, and serv- 
icing main engines and auxiliary steam, refrigeration, 
water, and electrical systems in the engine department; 
and storekeeping, food preparation and service, and 
cabin upkeep in the steward department. 

instruction leads to preparation for various types of 
employment, such as ablebodied seaman, ship's car- 
penter, deck-maintenance man, quartermaster and 
boatswain, oiler, fireman-watertender, electrician, 
junior engineer, cook, chief steward, and wiper (engine- 
room), as well as employment ashore, e.g., stationary 
engineer, cargo handling or rigging operations. 

17.23 00 00 00 METALWORKING OCCUPATIONS 
Organized specialized learning experiences which, 
include theory, laboratory, and shopwork as they 
relate to the planning, manufacturing, assembling, 
testing, and repaying of parts, mechanisms, machines, 
and structures in which materials are cast, formed, 
shaped, molded, heat treated, cut, twisted, bent, 
pressed, stamped, fused, marked, or otherwise worked 
upon. 

Instruct!- emphasizes the acquisition ol knowl- 
edge, skills, and understanding which lead to prepara- 
tion for various types of skilled and semiskilled 
employment such as slieetmetal man, toolmaker, 
foundryman, welder, millwright, production machine- 
tool operator, production molder, metalstainpmg 
operator, and metal patternmaker, as well as helper- 



type jobs such as materials Kmdlei. and machine 
elcutnip nun 

17.23 01 00 00 Foundry 

Specialised classroom and sli p experiences 
designed to provide knowledge ot the theory and 
applications of foundry practice in ferrous and nonfer- 
rous foundries. Instruction emphasizes foundr> equip- 
ment, various sands and refractories, sand and machine 
molding, foundry chemistry and metallurgy, core- 
making, chipping, and grinding. 

17.23 02 00 00 MacliineShop 

Specialized classroom and shop experiences 
concerned with all aspects of shaping metal parts 
Instruction involves making computations relating to 
work dimensions, tooling, feeds, and speeds ot 
machining. Also emphasized are, work on the bench, 
and on lathes, shapcrs, milling machines, grinders and* 
drills; the uses of precision measuring instruments such 
as layout tools, micrometers, and gages; methods of 
machining and heat treatment of various metals; 
blueprint reading; and the layout of machine parts 
Instruction prepares the pupil to operate and repair all 
machines. 

17.23 03 00 00 Machine Tool Operation 

Specialized learning experiences designed to' 
prepare a semiskilled worker to run only one machine, 
e.g., lathe, grinder, drill press, milling machine, or 
shaper. 

17.23 04 00 00 Metal Trades (combined) 

Specialized learning experiences designed to 
prepare an all-round metalworker capable of fabri- 
cating and assembling a variety of products in many 
industries. Instruction includes layout, sequence- of 
operations; setting up and operating fabricating 
machines; positioning, aligning, fitting, and welding 
parts together; and designing and constructing 
templates and fixtures. 

17.23 05 00 00 Sheet Metal 

Specialized classroom and shop experiences 
concerned with the layout, fabrication, erection or 
installation, and maintenance of items made of steel, 
copper, stainless steel, and aluminum such as venti- 
lating, air conditioning, and heating ducts, kitchen 
equipment, signs, furniture, and skylights. Instruction 
emphasizes the use of handtools and machines such as 
the cornice brake, forming rolls, and squaring shear ., 
drafting; and blueprint reading. 
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17 TRADE AND INDUSTRIAL 
OCCUPATIONS^ Continued) 

17.23 06 00 00 Welding and Cutting 

Specialized classroom and shop experiences 
concerned with all t> pes of metal welding, brazing, and 
flame cutting. Instruction emphasizes properties of 
metals, blueprint reading, electrical principles, welding 
symbols, and mechanical drawing. 

17.23 06 01 00 Gas Welding 

Specialized classroom and shop learning 
expeuenees concerned with the use of.gas welding 
equipment to weld metal parts together and planning 
and laying out work from drawings, blueprints, or 
other written specifications. 

17.23 06 02 00 Klectnc Welding 

Specialized classroom and shop learning 
experiences concerned with the use of arc and other 
electric welding equipment to weld metal parts to- 
gether, as specified by drawings, blueprints, or other 
written specifications. Instruction is also given in 
inert-gas shielded arc welding with manually operated 
torch and semiautomatic gun. 

17.23 06 03 00 Combination Welding 

Specialized c^ssroom and shop learning 
experiences concerned with the use of both gas welding 
and any combination of arc welding processes to weld 
metal parts together, according to diagrams, blueprints, 
or other written specifications. 

17.23 06 04 00 Brazing and Soldering Operations 

Specialized" classroom and shop learning 
experiences concerned with setting up and operating 
induction heating equipment to braze (bond) together 
metal components, including instruction in the use of 
blueprints and electric or gas-fired ovens and equip- 
ment. 

17.23 06 99 00 Other Welding and Cutting 

Include here other subject matter and ex- 
penences emphasized in welding and cutting which are 
not listed above. (Specify.) 

17.23 07 00 00 Tool and Die Making 

Organized classroom and shop learning experi- 
ences concerned with analyzing specifications, laying 
out metal stock, setting up and operating machine 
tools, and fitting and assembling parts to make and 
repair metalworking dies, cutting tools, jigs, fixtures, 



gages, and machinists' handtools, including instruction 
in the application of tool-and-die designs and construe- 
lion, shop mathematics, metal pioperties, and layout, 
machining, and assembly procedures. 

17.23 08 00 00 Die Sinking 

Organized classroom and shop learning experi- 
ences concerned with laying out, machining, and 
finishing impression cavities in die blocks to produce 
forging dies, including instruction in the use of 
blueprints and methods of die sinking. 

17.23 09 00 00 Metal Patternmaking 

Organized classroom and shop learning experi- 
ences concerned with fitting, assembling, and hand- 
finishing castings and parts in making metal foundry 
patterns, including instruction in the use of handtools 
and analysis of specifications according to pattern- 
making methods. 

17.23 99 00 00 Other Metalworking Occupations 
Include here other organized subject matter and 

learning experiences emphasized in metal-working oc- 
cupations which are not listed above. (Specify.) 

17.24 00 00 00 METALLURGY OCCUPATIONS 
Classroom and laboratory experiences concerned 

with assisting m examining and testing metal samples 
under the direction of physical metallurgists Jbr de- 
termining the physical properties of metals, e.g., 
crystalline structure, porosity, homogeneity, and other 
characteristics. Instruction includes examining metals 
with x-ray, gamma ray, and magnetic-flux equipment 
for detecting defects, and the use of pressure devices, 
hot-acid baths, and other apparatus to test hardness, 
toughness, and other properties of metals. (See also 
16.01 14 00 00 Metallurgical Technology under 
TECHNICAL EDUCATION.) 

17.26 00 00 00 PERSONAL SERVICES 

Planned learning experiences concerned with ren- 
dering a variety of personal services related to the 
physical appearance of individuals, These experiences 
include giving various kinds of beauty' treatment, 
applying makeup to faces of studio and stage per- 
formers, attending clients taking baths, administering 
elementary massage, and fitting wigs. 

17.26 01 00 00 Barbering 

Classroom and practical experiences concerned 
with haircuttmg and styling, shaving, shampooing, and 
massaging. Fmphasis is on hygiene, skin and scalp 
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diseases, and stciili/dtum of instruments and utensils. 
Instruction is designed to quaht\ pupils for licensing 
examinations. 

17.26 02 00 00 Cosmetology 

Classroom and practical experiences concerned 
with a variety of beauty treatments, including the care 
and beautification of the hair, complexion, and hands. 
Instruction includes training in giving shampoos, rinses, 
and scalp treatments; hair styling, setting, cutting, 
dyeing, tinting, and bleaching; permanent waving; 
facials; and manicuring and hand and arm massaging. 
Bacteriology, anatomy, hygiene, sanitation, salon man- 
agement (including keeping records), and customer 
relations are also emphasized. Instruction is designed to 
qualify pupils for the licensing examination. 

17.26 09 00 00 Other Personal Services 

Include here othei organized subject matter and 
learning experiences emphasized in personal services 
which are not listed above, (Specify.) 

17.27 00 0 0 00 PLASTICS OCCUPATIONS 

Classroom and shop experiences dealing with 
r plastics and their characteristics, and with bench 
'molding, fitting, internal carving, and finishing plastic 
and fiberglass materials into products. Instruction 
includes using hand and power tools. 

17.28 00 00 00 PUBLIC SERVICE 

OCCUPATIONS 
Planned learning experiences concerned with train- 
ing tor the performance of occupations in local, State, 
and Federal government agencies. These occupations 
usuallv are concerned with specialized activities limited 
to local, county, State, and Federal governments, and 
do not occur elsewhere in the economy. Typical 
activities include police and fire protection, emergency 
and rescue squad work, safety, sanitation, transporta- 
tion, and school bus driving. 

|7,2K 01 00 00 Fireman Training 

Specialized class and practical experiences con- 
cerned with the practices and techniques of fif£- 
fighting. Instruction treats the organization of a com- 
munity lire department, the chemistry of fire; the use 
of water and other materials in fighting fires; the 
various kinds of firefightmg equipment and aids and 
their uses, sudi as extinguishers, pumps, hose, rope, 
ladders, gas masks, hydrants, and standpipe and 
sprinkler systems; methods of entry; rescue principles, 
practices, and equipment ; salvage equipment and work; 
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fire and arson investigation; inspection techniques; and 
radiation hazards. 

17.28 02 00 00 Law Enforcement Training 

Specialized class and practical experiences de- 
signed to supplement the training provided by official- 
ly designated law enforcement agencies. Instruction 
includes acquiring and maintaining the uniform; pa- 
trolling on foot or in an automobile during the day or 
at night; dealing with misdemeanors, felonies, traffic 
violations, and accidents; making arrests; and testifying 
in court. 

17.28 99 00 00 Other Public Service Occupations 
Include here other organized subject matter and 

learning experiences emphasized in public service occu- 
pations which are not listed above. (Specify.) 

17.29 00 00 00 QUANTITY FOOD OCCUPATIONS 

Organized specialized learning experiences which 
include theory, laboratory, and shopwork as they 
relate to planning, selecting, purchasing, preserving, 
preparing, and serving food and food products. In- 
cluded is the study of a variety of foods and their 
nutritional values, food processing, quantity cooking, 
storing equipment, and sanitation in food handling and 
management. 

Instruction emphasizes quantity food service occu- 
pations in commercial food service establishments such 
as restaurants, cafeterias, drive-ins, tearooms, bakeries, 
and meat, fish, and poultry markets; in other retail 
food shops which are operated independently or are 
located in enterprises such. as hotels, travel terminals, 
industrial plants, hospitals, or clubhouses; and in 
special food services such as those associated with 
airline catering or with takeout food establishments. 
Instruction is designed to prepare pupils for occupa- 
tions such as baker, cook, chef, and meatcutter, o; in 
planning, purchasing, preparing, storing, and preserving 
foods, or for services such as busboy, waiter, or 
waitress. (Sc? also 04.07 00 00 00 Food Services 
under DISTRIBUTIVE EDUCATION, and 
09.02 03 00 00 Food Management, Production and 
Services under HOME ECONOMICS.) 

17.29 01 00 00 Baker 

Specialized classroom and practical work experi- 
ences associated with the preparation of bread, 
crackers, cakes, pies, pastries, and other bakery prod- 
ucts for retail distribution or for consumption in a 
commercial food service establishment. Instruction 
includes making, freezing, and handling of bake prod- 
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17 TRADE AND INDUSTRIAL 
OCCUPATIONS-* Continued ) 

nets; decorating; counter display; and packaging of 
merchandise. Training prepares -the pupil as an all- 
round baker, although he may be emplo>ed in the 
production of any one type of goods such as pastries. 

17.29 02 00 00 Cook/Chef 

* Specialized classroom and practical work experi- 
ences concerned with the preparation and cooking of a 
variety of foods. Included is study of the use and care 
of equipment; food standards such as the selection and 

• preparation of food and the determination of size of 
servings; sanitation procedures, including food 
handling; cooking methods»such as broiling and steam* 
ing; and preparation of special dishes such as soups, 
salads, garnishes, souffles, and meringues. Although the 
pupil qualifies as an all-round worker, he" may, de- 
pending on the size of the establishment, specialize in 
preparation of specific t>pes of foods, e.g., meats, 
vegetables, or sauces. 

* 17.29 03 00 00 Meat Cutter 

Specialized classroom and practical work experi- 
ences concerned with the cutting, trimming, and 
preparation of carcasses and consumer-size portions for 
sale by wholesale or retail establishments, or for 
cooking in a food service establishment. Instruction is 
provided in the use of certain meateutting tools, 
identification of and techniques used in cutting dif- 
ferent cuts of meats, dressing poultry, processing fish, 
counter display, and refrigeration of meats, poultry, 
and fish, 

17.29 04 00 00 Waiter/Waitress 

Specialized classroom and practical work experi- 
ences in table preparation, food handling, and serving. 
Instruction is provided in personal cleanliness and 
appearance, sanitary handling of food and equipment, 
setting a table, receiving and seating guests, taking 
orders and interpreting the menu, carrying the tray and 
dishes, placinq orders in the kitchen, serving pro- 
cedures, making out checks, accepting money and 
making change for checks, and proper relations with 
fellow employees and customers. 

17,20 99 00 00 Other Quantity Food Occupations 
Include here other organized subject matter 
and learning experiences emphasized in quantity 
food occupations which are not listed above. 
(Specify,) 



17.30 00 00 00 REFRIGERATION 

Classroom and shop experiences concerned with 
commercial chilling and freezing systems, including 
theory, application, and operation of compressors, 
expansion and float valves, thermostats, and pressure 
controls, diagnosing, overhauling, and testing methods 
. and procedures, charging and discharging systems with 
refrigerants; and testing hermetic units, relays, and 
overload devices. 

17.31 00 00 00 SMALL ENGINE REPAIR (IN- 

TERNAL COMBUSTION) 
Gassroom and shop experiences concerned with 
maintaining and repairing a variety of small engines, 
used on portable power equipment, e.g„ lawnmowers, 
outboard mptorboats, chain saws, and Rototillers. 
Instruction includes principles of internal-combustion 
engine operation, reading technical manuals, and cus- 
tomer relations. 

17.32 00 00 00 STATIONARY ENERGY 

SOURCES OCCUPATIONS 

Organized specialized learning experiences, in- 
cluding theory, laboratory, and shopwork as each 
relates to the .installation, operation, and maintenance 
of large power sources for purposes such as generating 
electricity, pumping, and heating," Major equipment 
involved may be turbines (steam, gas, or hydro), 
engines (uiesel or gas), atomic reactors, orfurnaces, 

17.32 01 00 00 Electric Power Generating Plants 

Organized learning experiences concerned with 
the installation, operation, and maintenance of eledtnc 
power generating stations from which the electricity 
may £e either for sale or industrial use. Instruction, in 
addition to that required in general construction, also 
includes theory, operation, and maintenance of gas, oil, 
or coal furnaces; atomic reactors; boilers; electrical 
generators, steam, gas, hydroturbines, and diesel en- . 
gines, special instrumentation, control; and -emergency 
and safety procedures. Occupational preparation may 
be designed to provide specialization for a specific type 
of electric- power generating plant construction or* 
operation, e.g., steam, hydro, atomic, diesel, or gas 
turbine, 

17.32 02 00 00 Pumping Plants • 

Organized learning experiences concerned with 
the installation, operation, and maintenance of 
pumping installations handling liquids, gases, or solids 
for remote delivery through pipelines or for local use. 
Pumps are commonly driven by electric motors, diesel 
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'(For a d^seuptioit ol vuitous aspects ol biology 
see 13.00 00 00 00 .NATURAL SCIENCES, 
13.02 00 00 00 Biological Sciences (including Gen- 
eral Bi<*k>g> ) ) 

20.0 1 03 00 00 *Boys Nation 

(American Legion, Indianapolis. Indiana.) 

20.0 1 04 00 00 Debate Club 

(For a description of ' subject matter see 

05.00 00 00 00 ENGLISH LANGUAGt ARTS, 

05.05 02 02 00 Argumentation an J Debate.) 

20.01 05 00 00 ^Distributive Education Clubs of 

America 

(Distributive" tducation Clubs ol America, In- 
corporated, Washington, D.C J 

20.01 06 00 00 Dramatics Club 

(For a description of subject matter see 

05.00 00 00 00 ENGLISH LANG J AG L ARTS, 

05.06 00 00 00 Drama tu Arts.) 

20.01 07 00 00 Family Living Club 

(Fo t a description of subject mater see 
<KO0 00 00 00 HEALTH AND SAFETY IN DAILY 
LIVING. PHYSICAL EDUCATION, AND RECREA- 
TION. 08.01 05 00 00 Family Lite Education* 

09.00 00 00 00 HOME ECONOMICS, 
09 01 On 00 00 Family Relations; and 

45.00 00 00 00 SOCIAL SCItNCtS'bOt IAL 
STUDIES. 15 13 04 02 OOFamilw) 

20 U I OH 00 00 *4-HCIub 

l National 4-11 Club Foundation of America, 
Incorporated, Washington, D C > 

20.01 O'l 00 00 Foreign Language Chib 

(Mav involve various languages classical and, or 
modem ) < For a description ol subject matter of various 
foreign languages set 06,00 00 00 00 FOREIGN 
LANGUAGES ) . 

20.01 10 GO 00 *Future Busings Leaders of Amer- 
ica * 

(National Bumih'so Education Vsouation 
J (M Ah Washington. I) < ) 

20JM II 00 00 *Futiire Farmers of America 

(See 01.00 00 00 00 Agriculture future 
Farmers ot America activities ire unique!) (by Act ol 
Coiiurew. P I 740) an integral part of all uivinMuma! 
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programs in agriculture. Time is frequently provided in 
regular classes to familiarize pupils with the objectives, 
functions, and activities, of F.F.A. Additional items of 
information from chapters 3 and 4 of this handbook 
mav be related to FFA to further describe the content 
and learning activities, e.g., category X 22 00., page 
88. category X 2^ 00., pages 80 -90; and category 
X 43 00., pages 101 102.) (U.S. Office of Education, 
Washington, D.C.) 

20.01 12 00 00 *Future Homemakers of America 
(U.S. Office of Education, Washington, D.C) 

20.01 13 00 00 *Future Teachers of America (NEA) 
(National Education Association, Washington, 

D.C.) 

20.01 14 00 00 *Girls Nation 

(American Legion Auxiliary, Indianapolis, 
Indiana,) 

20.01 15 00 00 industrial Arts Student Club 

(National Education Association, Washington, 

D.C.) 

20 01 16 00 00 International Relations Club 

(For a description of subject matter see 
15,00 00 00 00 SOCIAL SCIENCES/SOCIAL 
STUDIES, 15.11 04 00 00 International Relations.) 

20.01. 17 00 00 Journalism Club (including school 
newspaper and annual) 
* (For a dcscrption su*v>M matter see 

05.00 00 00 00 ENGLISH LANGUAGE ARTS, 
05.04 03 00 00 Journalism.) 

20.01 18 00 00 *Junior Achievement, Incorporated 
(Junior Achievement, Incorporated, New York, 

N.Y.I 

20 0! 19 00 00 Literary Club 

(For a description of subject matter see 

05.00 00 00 00 ENGLISH LANGUAGE ARTS, 
05.03 00 00 00 Literature \ 

20.01 20 00 00 Mathematics Club 

(Mav involve vaiious aspects o! matin-matics) 
(Lor a description ot selected aspects ot mathematics 
1 see 1 1.00 00 00 00 MA II II MAI ICS ) 

20.01 21 00 00 Music Club 

(M;i> involve various aspects of music) (Foi a 
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17 TRADE AND INDUSTRIAL 
OCCUPATIONS (Continued) 

17J6 00 00 00 WOODWORKING OCCUPATIONS 

CIunm»kuu and slup expeneiuts concerned with 
woodworking occupation-* othei than construction 
wjti'wutiv Instruction cmphasu.es lav nit; out and 
shaping >»tock, assembling vompletc wooden articles ur 
>uhaw*nHu>. maikmg. bidding, sawing, carving, and 
saiuhu. wood product*, and repairing wooden articles. 
.Mso emphasised .ne vanou> hand an4 power tools and 
their uses. 

01 00 00 Millwork and Cabinet Making 
Special i /-cd class jiid practical work experiences 
concerned wall mass produetion of products such as 
window tiaiiKs. moldings, trim, and panels, and with 
making sud. pioduds as lunuture, store fixtures, 
kitchen cabinets, an J office' equipment. Instruction 
includes tra.nmg in cutting, shaping, and assembling 
pait> by means of KanJtools and woodworking ma- 
vjtines. re finishing furniture, installation of hardware, 
e«:., hinges, watches, and drawer pulls, planning lav 
.Hits, blueprint reading, dialling, and various kinds of 

w<}ods. 

\ 
\ 

P^t. 'M U0 00 Ortler \Vuudwurkin fe Occupations 

Include here othu oigaiu/cd subject matter and 
learning c\pencueCs emphasized in woodworking Occu- 
pations which are not listed above. (Specify.) 

17.99 00 00 00 OTHER TRADE AND INDUS- 
TRIAL OCCUPATIONS 

Include here other organized subject matter and 
lcarnm^ cuuicc* emphasise d in tuue and industrial 
occupations which ate n * listed or classifiable in one 
ol the above major categories, t Spec if v. J 

GENERAL ELEMENTARY EDUCATION 
AND 

GENERAL SECONDARY EDUCATION 
18.00 00 00 00 

The terms General Elementary Education and 
General .Secondary Education, as classified in chapter 5 
and dctjued in duplet '> of this handbook, usually 
uki t*«, uistluctioii which takes place in a self-eon 
tamed das>. Learning experiences are concerned with 
ll.c knowledge-*, skills, appreciations, attitudes, arid 
behavioral characteristics considered to be needed b> 
all pupils in terms of the broad educational outcomes 



which should be achieved b> all pupils to the limits of 
their capacities during the elementary and secondary 
school years or grades 

The Ad Hoc Committee for General Elemental 
Education and General Secondary Education applied 
the following rationale to the selection of items for 
placement in the General Elemeniary Education and 
General Secondary Education area, (I) the items were 
determined b> consensus of the committee to be 
appropriate in terms of t>pes of instructional organi- 
zation. (2) the items could be defined in brief 
form using only salient descriptive elements; and 
(3) the various types of instructional organization 
classified were identifiable b> titles which the com- 
mittee considered to be most commonly used in 
current practice. 

The items of information in chapters 3 and 4 are 
supportive to general elementary education and general 
secondary education instructional programs- Tor ex- 
amples, see the items classified in the X 07 00. 
Series Evaluation and Curriculum Improvement on 
pages 7! - 78, and the ueins classified in the X 32 00. 
Series School Services Supporting Instruction on 
pages 90 %. Graphic illustrations o* these relation- 
ships are shown in table 7 on page 1 1 and in figure 2 
on page 13. 

Included under the heading of General Elementary 
Education and General Secondary Education are items 
of information which identify selected types of instruc- 
tional organizations for carrying on instruction. 

18.01 00 00 00 GENERAL ELEMENTARY YEARS 
QR GRADES 
Usually includes education m the prekindergarten, 
kindergarten, and years or grades I through 6, 7, ji 8. 
In practice, instruction usually takes place in a self-con- 
tained class. 

18.01 01 00 00 Early Elementary Years or Grades, 
Early Childhood Education 
Includes instruction at the prepnmary and 
primary levels. In practice, instruction usually takes 
place in a self-contained class. 

18.01 01 01 00 Prepnmary Level 

Includes education during the year or years 
preceding the first grade. A prekindergarten or kinder- 
garten class may be organized as a grade of an 
elementary school which includes the primary level, or 
it may be a part of a separate school. In some school 
systems such a group is called junior primary » 
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18.01 01 02 00 Priman lew! (including grades I, 2, 
and 3 or equivalent ) 
Includes education during the year* or 
grades preceding the intermediate elementary grades, 
usually years or grades 1 , 2, and 3 or the equivalent. 

18.01 01 99 00 Other tarl> fclementary Organisa- 
tions 

Include here any arrangement of early ele- 
mentary years or grades not classified above- i Specify.) 

18.01 02 00 00 Intermediate Elementary Level (in- 
cluding.years or grades 4, 5, and 6 or 
equivalent) 

Usually includes education in the years or 
grades 4, 5, and b or the equivalent. In practice, 
instruction trequently takes place in a sell-contained r 

class. 

18,01 03 00 00 Upper Elementary Level (including 
years or grades 7 and 8 or equiva- 
lent) 

Usually includes education m the years or 
grades 7 and 8 or the equivalent. 

18.01 w.UO UO Other Plan for General Elementary 

Years or Grades 
,lnctude here any arrangement of elementary 
grades or years.no t classified above. (Specify.) 

18.02 00 00 00 MIDDLE SCHOOL LEVEL 

A separately organized and administered school 
usually beginning with grades $ oi 0 or its equivalent 
and including at least 3 grades or years. Most middle 
schools presume, in ultimate plan if not in present 
reality, a tour-year high school tor the grades or y ears 
which tollow, as in a 444 plan or a 5-34 plan. 

18.03 00 00 00 GENERAL SECONDARY YEARS 

OR GRADES 
Any span ot years or grades beginning with »he next 
year or grade following the elementary school and 
usually ending with or below- year or grade 12. 
including the junior high school and other t>pes of 
high school. 

18.03 01 00 00 Junior High School Level 

A separately organized and administered 
secondary school intermediate between the elementary 
and senior high school, usually including years or 
grades 7, 8, and 9 (in a b-3-3 plan) or years or grades 7 
and 8 (in a 6-24 plan ) 

ERIC 
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18.03 02 00 00 Senior High School Level 

A secondary school offering the final years or 
grades of high school work necessary for graduation 
and invariably preceded by a junior high school 

18.03 99 00 00 Other Secondary School Level 

Include here any arrangement of secondary 
school years or grades not classified above. (Specity.) 

D1FFERENTIALIZED CURRICULUM 
FOR HANDICAPPED PUPILS 

19.00 00 00 00 

The differentiated curriculum for handicapped 
pupils reflects an increasing awareness today of the 
individual needs of children. Many children with 
various types of handicaps cannot benefit from basic 
subjectMiiatter without special education. Handicapped 
children present learning difficulties, sensory and 
motor impairments, which require careful study for 
successful adaptation of instruction. Teachers of ex- 
ceptional children integrate professional information 
from psychology, education, and medicine for instruc- 
tional and therapeutic services. Consequently, special 
education as applied to cadi type of handicapped child 
has developed some distinctive techniques and 
materials which distinguish a from regular classroom 
instruction, 

All handicapped children should have appropriate 
educational opportunities. Ai the school shares the 
responsibility with other social institutions for edu- 
cating all children, it may make a unique contribution 
in discovering handicaps and providing the needed 
services for supporting the type of instruction which 
will enable pupils to fulfill their maximum potential 
The majority of pupils with mild or uncomplicated 
handicaps can be served best within normal classes for 
instruction. Those pupils whose handicaps are officii 
nature and degree as to interfere with intellectual 
development and learning under regular class methods 
will, require differentiah/ed curriculum for some part 
of, and, frequently, for all of their education. 

The Ad Hoc Committee for Differentiah/ed Cur- 
riculum for Handicapped Pupils applied the following 
rationale to the selection of the items for placement in 
the area. (1) the items were determined by consensus 
uf the committee to be appropriate to the area in terms 
ot selected techniques, materials, and services essential 
to meeting the needs of pupils having varied handicaps. 
(2) the items could be defined in brief form using only 
salient descriptive elements; and (3) the various items 
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19 DIFFERENTIAUZED CURRICULUM 
FOR HANDICAPPED PUPILS 
I Continued) 

Justified under Diftiruitui!i/iJ CuukuIuui Un Hand* 
capped I\ipils were identifiable by titles which the ad 
iu*v committee considered to be cur rem K in use and 
, accepted in practice. 

Many items of infoinution in chapters 3 and 4 arc 
Mipp*»jli\w to pupils, iu*u optional *taft. and subject 
nullci ih the aistiUvtu'Ual piogta.n Foi examples, j*c 
t!u items classified in the X 0" *J0 Scues Lvjlujtum 
and -Curriculum Improvement on pages 71-78; the 
items classified in the X 32 00. Series -SJiuol Serv- 
ice* Supporting Institution on page $0 %, and the 
itCi.iN classified ni the X 09 00. -Series Pupils served 
b> Proguni of Studio >u page* SO c.^., mentally 
retarded, blind, haid of hearing, speech impaired. 
Crippled. Graphic illustrations of these Relationships are 
shown in table 7 on page 1 1 and in figure 2 on page 13. 

19.01 00 00 00 COMMUNICATION SKILLS 

Activities cottvCincd with Icuiuuig and using oral, 
written, and visual language for interrelating with 
others in the environment. 

1^.01 01 00 00 Language Stimulation 

An oigani/cd activity de^gi^ed for assisting 
pupi!> learning to ic-spond to a wide rungc of stimuli 
through ordinary channels uf communication. Pro- 
vision is made for the pupil to learn language in a 
developmental way, depending upon the type uf 
stimuli or conditioning lie receives 

P.0I 02 00 00 Language Development 

Activities designed to piovu** t\n a eonwi»u«uis. 
setjiieniu! svstem of learning the spoken and wutten 
language tor communicative puipos s. 

19.01 03 00 00 Language Correction 

learning activities dctu'iic.d t** change faulty 
Linkage patterns vvlud' have ahead) been formed* 
Tins nio%fves a need fur Jiuiigf in the existing language 
hchaWtn a > ■»{. pwsed t^i Lm^uagv. development. 

r*.01 04 00 00 Speech Stimulation 

Learning activates wjnv 1, involve the woudi 
tiomng of speech and language learning by others in 
the environment. Maximum stimulation provides a 
direct aid to the speech development process. 

1^01 05 00 00 Speech Development 



The speech and language learning process win* \ 
usually proceeds from unrelated sounds nnough several 
stages until the snoken words have a mutual meaning 
to the speaker *jnd to the people in the learning 
environment. Son., developmental teaching is done in 
this same manner. 

19.01 06 00 00 Speech Correction 

The lemedial process of helping a person over- 
come his speech deviation. Tins involves a methodical 
process of teaching speech and integrating the changed 
speech pattern into the person's communicative skills. 

19.01 07 00 00 Special Communication Methods 

Special methods, other than speech and written 
language, used by handicapped persons for communi- 
cating with others in their environment, These methods 
are also used as tools jn teaching language to the 
handicapped. 

19.01 J01 01 00 Braille Reading and Writing . 

A system designed to teach blind persons to 
read and write through the use of embossed characters 
formed by dots. 

19.01 07 02 00 Stimulus Magnification (Vision) 

A type of mechanical magnification used to 
increase a visual stimulus in order to make it possible 
foi an individual with unpaired sight to deal more 
extensively with his environment. 

19.01 07 03 00 Stimulus Magnification (Hearing) 

A type of mechanical amplification used to 
increase the auditory stimulus in order to make it 
possible for an individual with impaued hearing to deal 
more extensively with sounds of Ins environment, 

19.01 07 04 00 Manual Communication 

A visual means of communication used by 
persons having severely 4Jfiipaired hearing. Its most 
generally accepted forms are finger spelling and the 
sign language. It is also used by educators in many 
schools as a means of instruction. ;The system is 
orthographic in nature in that distinct luyid positions 
are identified with 'he 26 letters of the English 
alphabet, "ihis system as an aid to teaching is more 
widely accepted because it follows normal patterns of 
straight language. 

19.01 07 05 00 Electronic Reproduction 

The use of tape or dise recordings to provide 
the auditorily or visually impaired individual with 
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tnaicul !'» HMCIse Ills d vo^jhulaiv aiuf t<* 

provide supplemental academic information. 

|9,oi 07 ur> oo Ivpmg lor ( oiunumication 

\ .b,vc designed M use m connection 
with tca^lmii* language to pupils who are blind, 
paitially si^iitcit. brain tinned, or plivsiuilv liandi 
capped. With physkalh handicapped pel sous, legibility 
is otlen ditiicutt lo obtain and tvpnii: provides both 
elantv and speed 

|<U»| 07 o<v 00 Speevh Reading (lap Reading) 

\ skill taught to hard ol hearing and deal 
persons U involves learning to undei stand the hp and 
Uici.il movements n| individuals who are speaking h> 
pkkmv up cues to what is being said. 

1 0,0 1 07 09 00 Other Special Communication 

Methods 

Indude here other organised sub|cit matter 
anu learning experiences emphasized in special w«m- 
inuiucali'Ui methods which jk not listed above in this 
subeatejorv. tSpeulv ) 

19.01 *w oo 00 Other Communication Skills 
Include here other onum/cd subject nutter and 

learning experiences cuiphasi/cd in communication 
skills winch are n«>t listed or classifiable above in this 
eateeoiy, tSpeulv.) 

19.02 00 00 00 INTERPERSONAL AND BE- 

HAVIORAL COPING SKILLS 
Cur nullum approaches utilized to emphasi/e per- 
sonal and social skilK 

|on2 0| 00 00 Self-concept Development 

learning situations designed to, enhance the 
pupil's pcKep!M»n ol himselt and lii>'<iiviiojiineiit, 
Required in these sanations is a high degree ol 
sensiiivtiv to the mteiacnon between the pupils 
feelings ol sell and.Oi »d;»hty and his integration ol 
tr c l*M«*is with the enviioimient t<» wluJi he is 
exposed, adaptations ol 7 curriculum ate oriented to 
jsjsnn.' the child in realistically appraising his cduwa- 
tionai and behaviorat^iatus A planned developmental 
program nuv iv ntcessarv to expose the pupil to 
leariune experience* and fjsks which al'tord hun 
posUive concepts oj sell. 

19 02 02 00 00 Scdteoncept Reeducation 

Learning situations designed to assist handi- 
capped pupils in developing and nurtinmg leehngs o! 

erJc ?rr i- 



vompeteucv. In many situations this may l «e aoconi* 
plished by v.a> oi the school tasks, in other situations, 
longer periods of orientation oi reorientation to seliou 
situations may be necessary . 

03 00 00 Social 

Learning situations designed to ass»st the pupil 
in maximum interaction with others and in responding 
io the social demands of the environment. 

19.02 99 00 00 Other Interpersonal and Behavioral 

Coping Skills 
Include here other orgaiu/cd subject matter md 
learning expe "elites emphasized in interpersonal ™d 
behavioral skills not listed above ,.i Mis category. 
(Specify.) 

19.03 00 00 00 MOTORIC SKILLS 

Instruction specifically designed to develop ade- 
quate motoric function w!-*eli is impaired by restric- 
tions in physical movement caused by crippling con* 
ditions. prolonged illness, visual defects, lack of 
auditory cues, serious cognitive defects, or behavioral 
disorders often resulting in limited sensory experience, 
upon which school learning is based. 

19.03 01 00 00 Dexterity Skills 

Learning activities which involve practice, 
through, use o* selected materials, in reaching, liftingj 
holding, and noviug objects on various developmental 
levels m a graded sequence of activities to develop 
muscle control and coordination. 

19.03 01 01 00 Gross Motor Skilb 

Learning experiences designed to assist the 
pupil in working toward relative!) sndcpcndu.it 
physical movement, e.g.. the use of wall ra;:„ for the 
crippled and guards on pr< axtions for the visually 
impaired, poorly balanced, or seizure prone; and 
practice in crawling, walking with support, and dancing 
Uio niatier how clumsy) for the severely motor* „dy 
retarded. Included is instruction in yme and sports 
rules for the hearing impaired, hiind, crippled, and 
retarded, and correction of faulty ga»' patterns and 
elimination of unnecessary and interfering motions as 
well as structuring to promote rhythm and efficiency. 
Substitution lor normal bodily characteristics that are 
absent due lo a severe sensory loss (i.e., eye control for 
the Wind, and quiet behavior lor the deaf during 
auditoiy activities hire also emphasized 

19.0* 01 02 00 Fine Motor Skills 
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tr DIFFERENTIALIZED CURRICULUM 
- FOR HANDICAPPED PAJPILS- 
- "i Continued) 

learnn\ experiences designed to provide 
upportunitv for pupils to use hands and fingers, hooks 
or artificial hands, m a variety of motivating activities 
including instruction to increase effectiveness by de- 
veloping - recognition of the need for guided practice 
and acceptance of an extended stage of awk vardness 
and ur retarded social use of ihe hands at given 
chronological ages. Emphasis is op materials designed 
* for manipulation b> pupils without »sual experiences, 
enabling fant3S? play ^for sensorily impaired and 
M exponentially deprived pupils, and.a variejy of creative' 
* art experiences for deaf, crippled, and mentally re- 
tarded pupils. - 

*R03*O2 00 00 Physical Management 
f Learning experiences and instruction designed 
to aJlisl pupils in developing physical skills for personal 
care and social functioning, whether performed in- 
dependently in a usual or modified situation or with 
the assistance of another person. 

19.03 02 01 00'Sdf-tfclp Skills 

Experiences and instruction organized^ to 
^ promote dressing, feeding, grooving and toileting skills 
tVr pupils who have limited pt poorly controlled 
physical movement, 6i who do hot have the usual* 
visual cues, self-discipline, or mental maturity. The 
development .of a workable self-concept is^emphasized. 

19.03 02 02 00 Use of Devices and Equipment (ordi- 
; . t nary an,d special)" 

iKitruction and practice concerning move- 
^ i orients such a^ opening doors, turning dials efficiently 
and at appropru times, propelling a wheel chair to 
standard cjiair or toilet seat, using crutches on various 
surfaces, locking and unlocking, braces, mounting curbs 
and stair*, and riding a bicycle thougln^nnd. Also 
included are the. ware ^f hearing aids and the uses of 
prosthetic devices, talking books, Braille writers, and 
optic aids. Emphasized with, pre determined structure is 
^ learning which is appropriate, functional, and sensible 
in the a$e of toys* and school, materials as well as in 
participation in special act and music instruction. The 
selection uT materials with built-in skills to be learned 
is an important consideration. 

19.03 02 03 00 Personal Safety 

Leaning situations which are provided 




either ific. external environment or aetiviTy is to 
be difie"u to circumvent hazards and assure safety 
for self and others. Also emphasized are (I) the 
development of awareness of cues from intact senses to - 
avert danger of collis^n, fire, health hazards, aiul 
personal attacks, learning activities winch help the 
pupil to perceive the physical situation of an antici- 
pated destinatfon and determine a means of communi- 
cation and mobility to prevent potential injury or loss; 
and (3) the recognition of symptoms of fatigue^, 
seizures, infections, reaction to drugs, insulin reaction 
or diabetic coma, hemorrhages, excessive, fear or 
excitability, and limits of functional Ueanjig or vision. 

19.03 03 00 00 Mobility Training 

The process of teaching orientation in space, the 
uses of body parts in movement, and travel skills to 
pupils hiving problems such as visual impairment, 
orthopedic conditions, mental retacdation, emotional 
- disturbances ; and neurological impairments. 

L9.03 03 01 00 Orientation 

Learning situations designed to teaeh a pupil 
to place his own body i.i relation to permanent and 
temporarily placed objects; judge distances snd ap- 
preciate that the location of an object is independent 
of the path taken to reach it; distinguish between 
movement of self and of an external object, develop 
positional memory, and directional, temporal, and 
quantitative relationships, and unify information re- 
ceived from various senses. 

19.03 03 02 00 Travel 

Planned opporainities for pupils to apply mo- 
bility skills in school and community with use* of intact 
senses.- Gradual use of public transportation is empha- 
sized for practice in reaching predetermined destina- 
tions, mounting steps, spending money, transferring 
from one vehicle to another, and behavior in a vehicle - 
particularly for the visually impaired, mentally retarded, 
crippled, and emotionally disturbed. The application of 
directional and spatial sjgnals,the importance of detailed 
preparation prior to traveling to new localities, and the 
skills or procedures to be utilized in emergencies. 

19:03 99 *00 00 Other Motoric Skills 

Include here other organized subject matter and 
learning experiences emphasized in motoric sTulfs not 
Kstcd above in thisxategory. (Specify.) 

19.04 00 00 00 PERCEPTUAL SKILLS 
Learning experiences designed to relieve or correct 
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visual, auditory, or tactual and kinesthetic perceptual 
problems and enable handicapped pupils to integrate 
ifiukiplc-scnsory impressions. 

19.04 01 00 00 Auditory Training: Stimulation 

Activities designed to motivate pupils to make 
maximum use of hearing for learning, esthetic enjoy- 
ment arid inteipersonal communication. 

19.04 "b2 GO 00 Auditory Training: Development 

Intensive ai!b sequential learning activities"* 
'planned and organized to help pupils who have serious 
sensory deficits develop maximum skills in hearing. 

19.04 03 0O 00 Auditory Training: Correction 

Systematic Th tervention designed to help pupils 
alter auditory inisperceptions and improve auditory 
discrimination and'listening skill. ^ \ 

19.04 04 00 00 Tactile and Kinesthetic Stimulation 
Planned activities which encourage pupils to 
make maximum use of tactile and^kinesthetic experi- 
ences in general educational situations as well as 
in specific educational procedures such as leading 
Braille. 

19.04 -05 0 0 00 Tactile and Kinesthetic Develop- 
ment 

- Intensive and sequential activities which help 
pupils who have serious neuromuscular impairments 
progress toward the use of tactile and kinesthetic 
sensations for learning, .ncluding the development of 
an understanding of these sensory experiences as well 
as ability to relate them to visual and auditory 
sensations. 

19.04 06 00 00 Tactile and Kinesthetic Correction 
Systematic training or reeducation to enable 
pupils to attach correct and meaningful significance to 
skin and muscle sensations. 

19.04 07 00 00 Olfactory Stimulation 

Planned activities which encourage blind pupils 
to ma£e maximum use of Olfaction in learning 
situations in order to increase the pupil's knowledge 
and understanding of his environment.^ 

19,04 08 00 00 Olfactory Development 

Intensive sequential activities designed tojielp 
* the blind pupil progress toward the developmentfoftan 
understanding of Olfaction well as relating jt to 
other senses. 



19:04 09 00 00 Visual Stimulation 

Activities which motivate pupils to make maxi* 
muni use of vision for learning, esthetic enjoyment, 
and nonverbal communication. 

19.04 10 00 00 Visual Development * 
• — Intensive and sequential learning activities de* 
signed to help pupils who have serious visual^ loss-or 
perceptual disorders to maximize ^the use of their 
•residual vision or deyelop appropriate responses to 
visual stimuli. ~ _ 

19.04 II 00 00 Visual Correction 

Systematic intervention which provides reeduca- 
tion for pupils who have formed inaccurate impressions 
as a result of visual limitations. 

19.04 12 00 00 Personal Spatial Relationships 

Intensive and . sequential learning activities 
which are designed to enable handicapped pupils to 
observe and understand the boundaries of their own 
bodies and to develop appropriate relationships to 
objects and persons in the environment. 

19.04 99 00 00 Other Perceptual Skills 

.Include here other organized subject matter and 
learning experiences emphasized in perceptual skills 
not Usted above in this category. (Specify.) 

19 05 00*00 00 VOCATIONAL AND AVOCA- 
TION \ SKILLS-DEVELOPMENT 
Programs of instruction- comprised of organized 
subject matter and related experiences designed to 
develop in the handicapped pupil the knowledge, skills, 
attitudes, and appreciations that relate to the world of 
work and the profitable use of leisure time. 

19.05 01 00 00 Vocational Information 

Planned classroom Activities concerned with the 
• place of work in our culture, the various resources for 
obtaining employment, the physical, social, afid cmo* 
tionai**skills required for retaining a job, overvipw of 
employment skill requisites, resources' for improving 
one's work potential, af> 1 other preemployinent infor- 
mation. Also included a planned observations of the 
world of work outside the school setting^ \ 

19.05 02 00 00 Prevocational Work Experience 

Planned exposUre'io wdrk on a pajd of nonpaid 
basis for handicapped pupils under the supervision and 
control of school authorities. These experiences may 
be within the school environs, sheltered work settings, 



19 DIFFERENTIALIZED CURRICULUM 
FOR HANDICAPPED PUPILS- 
1 Continued) 

or m the competitive job market. Scliuul academic 
credit may or ma> not he given for these school-organ- 
i/ed and supervised experiences. 

R05 03 00 00 Specialized Vocational Preparation 
Experiences and subject matter organized to 
develop skilU that will result directly in employment 
upon termination of the school enrollment. Examples 
of tins are course work in smaH'apphanee repair, IBM 
keypunch operation, stenography . or offset panting 
skills. (Specify vocations.) 

I 04 00 00 Avocatiqnal Information 

Tlie study of nomtocational activities and re- 
late^ problems. Frequently emphasized is information 
relating to constructive use of nonwork time including 
the study of recreational roouues and facilities, values 
of outdoor living, table games, methods and procedures 
in home entertainment of guests, the place of church 
activities in family living*, and the use of tour guides 
and other»resotuee information relating to leisure time 
. utilization. 

R05 05.00 00 Avocational Experience 

Experiences eloigned to convey specific recrea- 
tional and leisure time skills to the handicapped pupil 
-or pupils in an applied manner. Included are such 
activities as dancing instruction, musical skill acquisi- 
tion, art ^smmis, dramatic instruction, and therapeutic 
recreation. These experiences, organized and supervised 
by the school, may or may not include school 
academic credit. 

10,05 W 00. 00 Other Vocational and Avocational 
Skills Development 
Include heie other organized experiences, acttv 
Uie>, and subject nutter emphasized to enrich the life 
of the imnduapped pupil or pupils that relate to 
present or future vocational and avocational compe- 
tence, appreciation «>r attit iJc development, which arc 
not lifted above in this category . (Specify.) 

19.^9 00 00 00 OT H £R^ --DIFFERENTIA LI ZED . 
w ; CURRICULUM FOR HANOI- 

CAPPED PJUpfLS N ^ r-. 

- Include here other organized subject matter .and 
learning" experiences ejnphasi/ed in curriculum excep- 
tions for handicapped pupil* which are not listed or 



classifiable in one of tiie above major categories. 
(Specify.) 

COCURR1CULAR ACTIVITIES 
20.00 00 00 .00 

Cocurricular activities (experiences) are comprised 
of the group of school-sponsored activities, under the 
guidance or supervision of qualified adults, designed to 
provide opportunities for pupils to participate in such 
experiences on an individual basis, in small groups, or 
in large groups-at school events, public events, or a 
combination of these— tbi purposes such as motivation, 
enjoyment, and improvement of skills. In practice, 
participation usually is not required and credit usually 
is not given. When participation is required or credit £ 
given the activity generally is considered to be a course. 

Under this heading are the items of information 
which identify the various cocurricular activities. Each 
item of information is treated in one of the following 
ways, by cross-reference to the subject-matter area in 
vVhich it has its origin, or,*by description; or, by 
identification with an asterisk (*) referring to descrip- 
live literature from the office of the organization 
sponsoring the activity. The classified items are only 
illustrative of the wide range of activities; and* the 
asterisk (*) is not necessarily identified with all of the 
listed activities to which it may appropriately apply. 
The cocurricular activities have been classified into five 
major categories, academic, athletic, music, school 
aad/or public service, and social 

20.01 00 00 00 ACADEMIC COCURRICULAR AC- 
TIVITIES 

A combination of subject matter and experiences, 
usually not provided in a regular class, designed for 
pupils who wish to pursue satisfying individual/group 
interests and study in specific aspects of the subject 
matter provided in the regular class, F^quently empha- 
M*?d are opportunities for pupils to "enhance their 
personal understanding, initiative, kiiowl edge and skills 
important to the selected interest, techniques of 
systematic planning and thinking, desirable citizenship, 
and cooperativeness which will enrich their* regular 
classwork and personal lives. 

20.01 01 00 OQ^Art Club 

(For a description of various aspects of art see ' 
02.00 00 00 00 ART.) 

20.0! 02 00 00 Biology Club 



f 

\For a description* ol various aspects of biology 
see 13.00 00 00 00 .NATURAL SCONCES, 
13.02 00 00 00 Biological Sciences (including Gen- 
eral Biology),) 

20.01 03 00 00 *Bpys Nation 

(American Legion, Indianapolis, Indiana,) 
< * ♦ » 

20.0 1 04 00 00 Debate Club 

* (For a 4 description * of * subject matter see 
05.00 00 00 00 ENGLISH < LANGUAGE ARTS, 
05.05,02 02 00 Argumentation and Debate.) 

20.0 T 05 00 00 *Distributive Education Clubs of 

America * 
(Distributive* Education Club* of America, In- 
corporated, Washington, D.C.) 

20.01 06 00 00 Dramatics Club 

(For a description of subject matter see 

05.00 00 00 00 ENGLISH LANG JAG E ARTS, 
05.06 00 00 00 Dramatic Arts.) 

20.01 07 00 00 Family Living Club 

(Ecn a description of subject mater see 
08 00 00 00 00 HEALTH AND SAFETY IN DAILY 
LIVING, PHYSICAL ^EDUCATION, AND RECREA- 
TION, 08.01 05 00 p0 Family Life Education; 
09. GO 00 00 00 HOME ECONOMICS, 
09.01-06 00 00 Family Relations; and 
s45 .00 00 00 00 SOCIAL SCIENCES/SOCIAL 
STUDIES. 15.13 04 02 00 Family.) 

203)1 08 00 00 *4-HCIub 

(National 441 Club Foundation of America, 
Incorporated, Washington, D.C.) 

20.01 09 00 00 Foreign Language Chib 

(May involve various languages-classical and/or 
modem) (For a description of subject matter of various 
foreign languages see 06.00 00 00, 00 FOREIGN 
LANGUAGES.) . 

*<- * 
20.01 10 00 00 *Future Business Leaders of Amer- 
ica 1 
(National Business Education -Association 
J (NEA).* Washington. D.C.) 

20.01 II 00 00 *Futnre Farmers of America 

(See 01.00 00 00 00 Agriculture. Future 
Farmers of America activities are uniquely (by Act o£ 
Congress, RL 740).an integral part of ail instructional 

*, 
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programs in agriculture. Time is frequently provided in 
regular classes to familiarize pupils with the objectives, 
functions, and activities, of F.F.A. Additional items of 
information from chapters 3 and 4 of this handbook 
may be related to FFA to further describe the content 
and learning activities, e.g., category X 22 00., page 
88: category X 23 00., pages 89-90; and category 
X 43 OO. v pages 101 -102.) (U.S. Office of Education, 
Washington, D.C.) 

20,01 12 00 00 ^Future Homemakers of America 
(U.S. Office of Education, Washington, D.C.) 

20.01 13 00 00 *Future Teachers of America (NEA) 
(National Education Association, Washington, 

D.C.) 

20.01 14 00 00 *Girls Nation 

(American Legion^ Auxiliary, Indianapolis, 
Indiana.) 

20.01 15 0Q 00 industrial Arts Student Club 

(National Education Association, Washington, 

D.C.) 

20.01 16 00 00 International Relations Club 

(For a description of subject matter see 
15.00 00 00 00 SOCIAL SCIENCES/SOCIAL 
STUDIES, 15.11 04 00 00 International Relations.) 

20.01.17 00 00 Journalism Club (including school 
newspaper and annual) 
* (For a descrption of sublet matter see 

05.00 00 00 00 ENGLISH LANGUAGE ARTS, 
05.04 03 00 00 Journalism.) 

20.01 18 00 00 *Junior Achievement, Incorporated 
(Junior Achievement, Incorporated, New York, 

N.Y.) 

20.01 19 00 00 Literary Club 

(For a description of subject matter see 

05.00 00 00 00 ENGLISH ^LANGUAGE ARTS, 
05.03 00 00 00 Literature.) 

20.01 20 00 00 Mathematics Club 

(May involve various aspects of mathematics) 
(For a description of selected aspects of mathematics 
♦sec 11.00 00 00 00 MATHEMATICS.) 

20.01 21 00 00 Music Club 

(May involve various aspects of music) (For a 



273 




20 COCURRICULAR ACTIVITIES- 
J Continued) 

description of subject matter see 12.00 00 00 00 
MUSIC.) 

20.01 22 00 00 'National Honor Society (NEA) 

(National Education Association, Washington 
D.C.) ^ 

20.01 23 00 00 'National Junior Honor Society 
(NEA) 

(National Education Association, Washington, 
D,C) . 

20.01 24 00 00 'National Thespian Society 

(National Thespian Society, College Hill Sta- 
tion, Cincinnati, Ohio.) 

20.01 25 00 00 'Office Education Association 

(Office Education Association, P,0. Box 4287, 
Madison, Wisconsin!) 

20.01 26 00 00 Photography Club 

(For a description of the subject nntter see 
02.00 00 00 00 ART, 02.02 07 00 00 Photography 
and Related Media; 10.00 00 00 00 INDUSTRIAL 
ARTS, 10.07 02 00 00 Photography; 

13.00 00 00 00 NATURAL SCIENCES, 
13.03 00 00 00 Physical Sciences (including General 
Physical Science); and 17.00 00 00 00 TRADE AND 
INDUSTRIAL OCCUPATIONS, 17.09 00 00 00 
Commercial Photography Occupations.) 

20.01 27 00 00 'Quill and Scroll 

(Quill and Scroll Society, University of Iowa, 
leva City, *owa.) 

20,01 28 00 00 Science Club 

(May involve various aspects of the natural 
sciences) (For a description oi .subject matter see 

13.00 00 00 00 NATURAL SCIENCES.) 

20.01 29 00 00 'Science Fair, International 
(Science Service -Service Gubs of America, 

Washington, D.C) 

20.01 30 00 00 Social Studies Club 

(iV'ay involve various aspects of s^ial sciences/ 
social stuarss) (For a description of subject matter see 
15.00 00 00 00 SOCIAL SCIENCES/SOCIAL 
STUDIES.) - 



20.01 31 00 00 Speech Club 

(For a description of subject matter see 

05.00 00 00 00 ENGLISH LANGUAGE ARTS, 
05.05 00 00 00 Speech.) 

20.01' 32 00 00 'Student Nurses Association 

(National Student Nurses Association, New 
York, N.Y.) 

20.01 33 00' 00 ^Vocational Industrial Clubs- of 

America 

(Vocational Industrial Clubs of America, Falls 
Church, V .,ia.) 

20.01 34 00 00 'Voice of Democracy 

(Veterans of Foreign Wars, Kansas City, Mis- 
souri.) 

20.01 35 00 00 Young Farmer Association 

(Sponsored by various State departments of 
education.) 

20.01 99 00 00 Other Academic Cocurricular Activi- 

ties 

Include here other academic cocurricular activi- 
ties which are emphasized and are not listed above. 
(Specify.) 

20.02 00 00 00 ATHLETIC AND SPORT COCUR- 

RfCULAR ACTIVITIES 
Subject matter and/or activities, usually not pro- 
vided in regular classes, designed for pupils who wish to 
pursue satisfying individual/group interests growing out 
of Various aspects of physical education-. Frequently 
emphasized are opportunities for pupils to develop 
muscles, motor skills, and physical and mental fitness 
in competitive situations; knowledge, attitudes,, and 
judment essential to individual and group health and 
safety; enjoyment; and desirable citizenship. In prac- 
tice, these activities usually are planned for enriching 
the regular classes and the lives of the pupils. 

Hie code number and title of the subject-matter 
area 08.00 00 00 00 HEALTH AND SAFETY IN 
DAILY LIVING, PHYSICAL EDUCATION, AND 
RECREATION are not used in the cr references in 
the athletic and sport cocurricular activities. Cross- 
references to items in the above subject-matter area 
cite only the code number and title of the appropriate 
items or category in which the iti -us classified. 

20.02 01 00 00 Aquatics 

(See the category 08.03 02 00 00 Aquatics.) 
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20.02 02 00 00 Archery 

(See the category 08.03 06 00 00 Individual 
and Dual Sports.) * ~ 

20.02 03 00 00 Badminton 

(See the category 08.03 06 00 00 Individual 
and Dual Sports.) 

20.02 04 0 0 00 Baseball 

. (See the category 08.03 09 00 00 Team 
Sports. ) 

20.02 05 00 00 Basketball 

(See the category 08.03 09 00 00 Team 
Sports. ) 

20.02 06 00 00 Bowling 

(See the category 08.03 06*00 00 Individual 
and Dual Sports.) • 

20.02 07 00 00 Cheerleading ' . 

This activity is not described here because of 
the common understanding associated with-it. 

20.02 08 0 0 00 Crosscountry 

(See the category 08.03 09 00 00 Team 
Sports.) 

20.02 09 00 00 Field Hockey 

(Sec the category 08.03 09 00 00 Team 
Sports. ) 

20.02 10 00 00 Football 

(See the category 08.03 09 00 00 Team 
Sports. ) 

20.02 1 1 00 00 Girls* Athletic Association 

A voluntary association for girls designed to 
provide opportunities for them to participate in a 
variety of physical activities such as sports. 

20.02 12 00 00 Golf 

(See the category 08.03 Oo 00 00 Individual 
and Dual Sports. ) 

20.02 13 00 00 Gymnastics 

/ (Sec the category 08.03 08 00 00 Stunts, 
Tumbling, and Gymnastics.) 

20.02 14 00 00 Riflery 

Activity involving the use ot selected firearms 
for shooting at specified target from various positions, 



e.g., prone, sitting, kneeling, and standing. Kiflery may 
be competitive or noncompetitive, and may be organ- 
ized on an individual or team basis. 

20.02 15 00 00 Snowskiing 

(See the category- 08.03 07 00 00 Outdoor 
Recreational Activities. ) 

20.02 16 00 00 Soccer v * . 

(See the category 08.03 09 00 00 Team 

Sports.) 

20.02 17 00 00 Softball 

(See the category 08.03 09 00 00 Team 
Sports.) 

20.02 18 00 00 Tennis 

(See the category 08.03 06 00 00 Individual 
and Dual Sports.) 

20.02 19 00 00 Track and Field < 1 

(See the, category 08.03 06 00 00 Individual 
and Dual Sports.) 

20.02 20 00 00 Twirlers (Bajton) 

This activity is not described here because of 
the common understanding associated with it. 

20.02 21 00 00 Volleyball 

(See the . category 08.03 09 00 00 Team 
Sports.) 

20.02 22 00 00 Wrestling 

(Sec the category 08:03 06 00 00 Individual 
and Dual Sports. ) 

20.02 99 00 00 Other Athletic and Sport Cocurricu- 

lar Activities 
Include here other athletic and sport cocurricu- 
lar activities which are emphasized and are not listed 
above. (Specify.) 

20.03 00 00 00 MUSIC COCURR1CULAR ACTIV- 

ITIES 

Subject matter and/or activities, usually not pro- 
. vided in regular classes, designed for pupils who" wish to 
"pursue satisfying iruiividual/group interests growing out 
of various aspects of music. Most music cocurricular 
activities are planned to provide opportunities for 
pupils to develop appreciations, enjoyment, knowl- 
edge, and skills hi selected areas of music in group 
situations or morally. In practice, these activities 
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20 tOCURRlCULAU ACTIVITIES- 
(Continued)*'' 

usually are organized far enriching the regular cla^s- 
work and the lives of the pupils. 

20.03 01 00 00: Coiribo 

An abbreviation of "combination" denoting, 
usually, an instrumental group of four to eight players. 
A combo may improvise on standard tunes, as in 
Dixieland style; play "head arrangements" (i.e., those 
- worked out and memorized in advance); or play from 
wit ten arrangements. 

20.03 02 00 00 Concert Band 

(Sec 1 2.00 00 00 00 MUSIC, 
12.05 00 00 00 Band) 

20.03 03 00 00 Dance Band 

An instrumental group, usually comprising nine 
to seventeen pieces, including reeds (saxaphones and 
clarinets), brass (trumpets and trombones), and percus- 
Mon^(e.g., drums, bongoes, piano, and vibraharp). 
Occasionally, other instruments such as flute or horn 
are added. The dance band plays not only for. dances, 
but also for other entertainment activities, 

20.03 04 00 00 Drum and Bugle Corps 

A nuhtary-type unit comprised of side drums, 
brass drrtms, other percussion instruments such as 
cymbals, and a variety of keyed bugles. Usually, the 
drum' and bugle corps performs on the march, but may 
play from a fixed positk,... 

20.03 05 00 00 Marching Band 

(See 12,00 00 00 00 MUSIC, 
12.05 01 00 00 Band.) 

20.03 06 00 00 Pep Band 

A unit, smaller than the marching band, which 
performs at various athletic events. Usually, a features 
a variety of antics designed to keep the participants 
and spectators at the event in a high state of 
excitement. 

2d03 07 00 00 Choir 

(See 12,00 00 00 00 MUSIC, 

12.04 01 00 00 Choir, Chants, and/or Glee Club.) 

20.03 08 00 00 Chorus 

(See 12.00 00 00 00 MUSIC, 

12.04 O'l 00 00 Choir, Chorus, and/or Glee Club.) 



20.03 09 00 00 Instrumental Ensemble 

(See 1 2.00 00 00 00 MUSIC, 
" 12.05 03 00 00 Small Instrumental Ensembles.) 

20.03 10 00 00 Vocal Ensemble 

(See 12.00 00 00 00 MUSIC, 

12.04 03 do 00 Small Vocal Ensembles.) 

20.03 II 00 00 Glee Club 

(See 12.00 00 00 00 MUSIC, 

1 2.04 01 00 00 Choir, Chorus, and/or Glee Club.) 

20.03 12 00 00 Music Production 

The creation of musical performances-instru- 
mental, vocal, or a combination of instrumental and 
.vocaMiaving esthetic qualities. Musical productions 
frequently include performances as operettas, music 
festivals, band concerts, symphony concerts, and vocal 
concerts. Music productions usually are designed to 
piovide opportunities for pupils to participate volun- 
tarily for personal enjoyment and/or improvement of 
vocal or instrumental skills. 

20.03 13 00 00„ Orchestra 

(See 12,00 00 00 00 MUSIC, 

12.05 02 00 00 Orchestra.) 

20.03 99 00 00 Other Music Cocurricular Activities 
Include here other music cocurricular activities 

which are emphasized and are not listed above. 
(Specify.) 

20.04 00 00 00 SCHOOL AND/OR PUBLIC SERV- 

* ICE COCURRICULAR ACTIVI- 
TIES 

Activities organized for pupils who wish to pursue 
satisfying individual/group interests concerned with 
providing various types of assistance (service) to 
teachers, pupils, and others, including the community- 
individually, in small groups, or in large groups. 
Usually, these activities are designed to provide oppor- 
tunities for pupils to: develop understanding and 
acceptance of responsibilities involved in serving 
others; develop desirable habits in citizenship and 
cooperation; gain knowledge and x skills » in selected 
interests; and enrich personal lives through the con- 
structive use of time. \ 

• \ 

\ 

20.04 01 00 00 Audiovisual Assistant \ 

A service activity providing opportunities for 
pupils to develop and extend their interests^iunvl- 
edge, and skills concerned with audiovisual materials 

2C1 



-276- 



\ ■ 



and equipment. "Audiovisual assistants aid teachers/ 
pupils in or by: preparing various types of materials, 
e.g., splicing films, preparing transparencies, and 
making feltboard materials; procuring, setting up, 
operating, and returning and storing projection equip- 
ment; and cleaning and maintaining equipment and 
materials. 

20.04 0 2 00 00 Class Officer 

A service activity piovidmg opportunities for 
groups of pupils, e.g., a class or a homeroom, to learn and 
~ practice the principles of democratic; processes involved 
in interactions of individuals within a group, among 
groups within a school, and with the school staff. 

Usually, class officers are elected by the group to: 
preside o.er group-interest discussions; represent the 
class in meetings and cooperation with other school 
groups and the school staff; and provide leadership 
compatible with school anjl school system policies. 
Emphasized are parliamentary procedures, the roles of 
* the minority and majority, techniques of group de- 
cisionmaking, fair play, and other related factors. 

20.04 03 00 00 Film Projectionist 

A service activity providing opportunities for 
- pupils to develop and extern!' 'their interests, knowl-^ 
edge, and skills concerned with audiovisual projection 
equipment. The film projectionist aids pupils/teachers 
by procuring, setting up, operating, and returning and 
storing various types of projectors. 

,10.04 04 00 00 Laboratory Assistant 

Opportunities provided for pupils-knowledge- 
able in the course and related laboratory equipment, 
materials, and activities involved-io extend their in- 
terests, knowledge, and skills by assisting other pupils 
(under the supervision of teacher) in procuring, 
setting up, and using laboratory materials and equip* 
ment involved in their study. 

20.04 05 00 00 Library Assistant 

A service activity providing opportunities for 
pupils to develop and extend their interests, knowl- 
edge, and skills (undo supervision of the librarian) by 
performing many library tasks such as charging books 
to borrowers, slipping and shelving returned books, 
repairing books, and typing book cards, envelopes, and 
overdue notices. 

20.04 06 00 00 ^National Junior Red Cross 

(American National Red Cross, The, Washing- 
ton, D.C) 

ERIC 2C2 

MHIffiffllHIH 



20.04 07 00 00 ^National Student Traffic Safety 
Program 

(National Commission on Safety Education 
(NEA), Washington, D.C) 

20.04 08 00 00 Office Assistant 

A service activity designed for pupils to gain 
experience and develop and extend their interests, 
knowledge, and skills in office activities. Opportunities 
are provided for interested pupils to serve the staff, 
other pupils, and the community by assisting with 
routine duties in the principal's and other offices. 

20.04 09 00 00 Poster and Display Club 

(For a description of subject matter see 
02.00 00 00 00 ART, the major category 
02 02 00 00 00 Art Studio and 17.00 00 00 00 
TRADE AND INDUSTRIAL OCCUPATIONS, 
17.07 00 00 00 Commercial Art Occupations.) 

20.04 10 00 00 School Newspaper Photographer 

(For a descripUprf' of the subject matter see 
02.00 00 00 00>jfd\ 02.02 07 00 00 Photography 
and RelatedMcdia; 10.00 00 00 00 INDUSTRIAL 
ART>^I10.07 02 00 00 Photography, and 
Jalfo . 00 00 00 TRADE AND INDUSTRIAL OCCU- 
' PATIONS, 17.07 00 00 00 Commercial Photography 
Occupations.) 

20.04 II 00 00 School Service Club 

(Includes guides for visitors, and ushers) A 
service activity designed to provide pupils an oppor- 
tunity to develop citizenship responsibilities by serving 
their sdhool~as guides tp visitors, ushering at school' 
events, orienting new pupils entering the school, 
maintaining bulletin boards, and related activities. 

20.04 12 00 00 *Student Council, National Associa- 
tion of / 
(National Association of Student Councils 
(NEA), Washington, D.C.) 

20.04 13 00 00 *Student Patrol 

(American Automobile Association and Af- 
filiated Auto Clubs, Washington, D.C.) 

20.04 14 00 00 Student Union and/or Student 
Activity Center 
Service activities designed to provide opportuni- 
ties for pupils to develop knowledge and skills in 
serving other pupils who wish to use their nonclass- 
room time productively. Examples of these activities 
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20 COCURRICULAR ACTIVITIES- 
( Continued) 

are the school newspaper, assisting in pupil-personnel 
functions, and community relations. 

20.04 <W 00 00 Other School and/or Public Service 

Cocurricular Activities 
Include here other school and/or public service 
activities which are emphasized and are not listed 
above. (Specify.) 

20.05 00 0 0 00 SOCIAL COCURRICULAR AC-' 

TIVITIES 

Activities organised for pupils who wish to pursue 
satishing interests growing out of social experiences. 
Thoe activities are planned to develop social knowl- 
edge, skills, understanding, citizenship, and acceptance 
and constructive use of responsibilities in group situa- 
tions. In practice, these experiences are designed to 
. provide enrichment m the constructive use of personal 
talent and time, 

20.05 01 00 00 *Boy Scouts of America 

(Boy Scouts of America, National Council, New 
Brunswick, NJ,)- 

20.05 02 00 00 *Camp Fire Girls 

(Camp Fire Girls, Incorporated, New York, 

N.Y.) 

20.05 03 00 00 Creative Dance 

(For a description of subject matter sec 
08.00 00 00 00 HEALTH and SAFETY in DAJLY 
LIVING. PHYSICAL EDUCATION, and RECREA- 
TION, the category 08.03 04 00 00 Dance, Rhythms, 
and Dramatic Activities. ) 

20.05 04 00 00 *Cub Scouts (Boy Scouts of Ameri- 
ca) 

Boy-Scouts of America, National Council, New 
Brunswick, N.J.) 

20.05 05 00 00 Folk Music Club 

A club designed to provide opportunities for 
pupils to . v velop social skills and extend their interests 
and improve their understanding, knowledge, and skills 
in folk music. Frequently included are activities such as 
exploring various types of folk music, discussing and 
exchanging ideas about it; listening to recordings; 
individual and group vocal and/or instrumental per- 
formance land studying various cultures, 



0.05 06 00 00 Girls' Recreation Association 

An association planned for girls to provide 
opportunities for them to develop social skills and to 
extend individual group interests and improve their 
understanding, knowledge, and skills through participa- 
tion in various forms of recreation.. Frequently in- 
cluded are activities such as outdoor recreation, arts 
and crafts, hobbies, and performing arts. 

20.05 07 00 00 *GirI Scouts of the U.S.A. 

(Girl Scouts of the U.S.A., New York, N.Y.) 

20.05 08 00 00 *Hi-Y 

(Young Men's Christian Associations of the 
U.S.A., National Council of, New York, N.Y.) 

20.05 09 00 00 Hobby Club 

A club designed to provide opportunities for 
pupils to develop social skills and to extend their 
interests and improve their understanding, knowledge, 
and skills in various hobbies. Frequently included are 
activities such as exploring various hobbies; discussing 
and exchanging information md ideas; and developing 
and displaying various hobby iic^s. 

20.05 10 00 00 *JuniorHi-Y 

(Young Men's Christian Associations of the 
U.S.A., National Council of, New York, N.Y.). 

20.05 II 00 00 *JuniorTri-Hi.Y 

(Young Men's Christian Associations of the 
U.S.A., National Council of, New York, N.Y.) " 

20.05 12 00 00 Stamp Club 

A club designed to provide opportunities for 
pupils to develop social skills and to extend their 
interests and improve thier understanding, knowledge, 
and skill J in the collection of postage stamps (philate- 
ly). Frequently included are such activities as studying 
the science of philately; discussing and exchanging 
information and ideas; and developing and displaying 
collections of postage stamps. 

20.05 /1 3 00 00 Tri-Hi-Y 

^(Young Men's Christian Associations of the 
U.S.A^> National Council of, New York, N.Y.) 

20.05' 14 00 p0 *Y.M.CA. 

I (Young Men's Christian Associations of the 
U.S.^V., National Council of, New York, N,Y.) 

20.Q5 15 00 00 *Y-Teens 
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(Young Women's Christian Associations of the 
U.S.A., National Board of, New York, N.Y.) 

20.05 16 00 00 *Y.W.C.A. 

(Young Women's Christian Associations of the 
U.S.A., National Board of. New York, N.Y.) 

20.05 99 00 00 Other Social Cocurricular Activities 
Include here othersocial cocurricular activities 
emphasized which are not listed above. (Specify.) 

SAFETY AND DRIVER 
EDUCATION 

21.00 00 00 00 

The subject matter and related activities'in safety 
and driver education are organized for carrying on 
learning experiences concerned with developing in the 
learner the ability to respond appropriately and ef- 
ficiently in the operation of a motor vehicle, and as a 
pedestrian in traffic. More specifically, instruction 
emphasizes attainment of the following objectives: 

(1 ) appropriate knowledge and efficiency for living 
in the total traffic environment; 

(2) fundamental driving skills and correct skill 
habits; 

(3) desirable behavior pattern in traffic; 

(4) an understanding of driver and pedestrian limi- 
tations, obligations, and responsibilities legally and 
socially; and 

(5) knowiedgcabout the motor vehicle and under- 
standing of how society may achieve maximum ef- 
ficiency in operating its motor vehicle transportation 
system. 

Subject matter and activities in safety education are 
primarily concerned witli enhancing personal character- 
istics and values involved in preventing accidents and 
saving lives. Instruction emphasizes, in addition to 
- other factors, the following: (I) the development of 
appropriate attitudes towards safety, (2) knowledge 
concerning a wide range of safety factors, (3) habits 
and skills involved in safeguarding oneself and others, 
and (4) effective citizenship. 

The following rationale was applied to the selection 
of items for placement in the Safety and Driver 
Education subject-matter area: (I) the content items 
were determined to be appropriate to the area; (2) 
subject-matter items §ould . defined in brief form 
using only salient descriptive elements; and (3) the 
various items were identifiable by titles which were 
considered as being most commonly used. 



Opportunities are frequently provided both during 
and outside regular classtime for pupils to develop 
interests, skills, and knowledge in selected aspects of 
safety and driver education as an integral part of the 
instructional program. As an example, the Student 
Patrol provides additional opportunities to pursue 
personal interests, apply various acquired skills in 
traffic safety, increase knowledge in selected aspects of 
safety education, and develop leadership qualities 
through safety patrol activities. Such organized activ- 
ities, under appropriate supervision, are referred to as 
cocurricular activities. A variety of activities is identi- 
fied under 20.00 00 00 *00 t Cocurricular Activities in 
chapter 5 beginning on- page 146;- and they are 
described more fully in this chapter beginning on page 
242. As an illustration, the Student Patrol is identified 
for reporting purposes under Cocurricular Activities as 
Item 20.04 13 00 00. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instructional staff, and subject 
matter in the instructional program. For examples see 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement oirpages 71 -78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shown in table 7 
on page 1 1 and figure 2 on page 13. 

Included under this : ^Jing are the items of 
information which idf n* V various aspects of subject 
matter and learning ac»i aies in driver and safety 
education. 

21.01 00 00 00 DRIVER EDUCATION 

Learning experiences provided by the school for the 
purposes of helping pupils to become good traffic 
citizens and to operate motor vehicles safely and 
efficiently. The typical high school course consists of 
both classroom instruction and practice driving which 
provide learning experiences in a dual-control car. 

21.01 01 00 00 Alcohol, Drugs, other Harmful Sub- 
stances and' Driving 
Learning experiences and activitiesdesigned to 
help pupils understand the effects of harmful sub- 
stances as they relate to the driving task, 

21.01 02 00 00 Characteristics of Drivers a m 

The study of the physical, mental, and emo- 
tional characteristics of the driver and their effects 
upon his driving. 

21.01 03 00 00 Development of judgment 
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21 SAFETY AND DRIVER EDUCATION- 
(Continued) 

Learning experiences designed for classroom 
and laboratory instruction dealing with the relationship 
of vision and perception, knowledge, physical laws and 
their application to formulating judgment, including 
the analysis of traffic situations and decisionmaking as 
they relate to drivers of other vehicles and to pedes- 
trians. 

21.01 04 00 00 Driving Skills (Behind-the-whecl 
Driving) * 
m Laboratory experiences ' planned to help the 
pupil develop basic skills (and competencies) in starting 
and stopping, turning, executing special maneuvers, 
and driving under hazardous conditions involving ex- 
pressways, parking, open-highway driving, and emer- 
gency situations; 

21.01 05 00 _p0 Simulation Driving Experience 

A combination of subject matter (including 
special films) and experiences involving the use of 
electromechanical devices for enhancing subsequent 
in<a\ instruction. Simulator instruction assists in 
developing basic skills related to performance and 
helps to develop perceptual and Judgmental pro- 
ficiencies. 

21.0*1 06 00 00 Engineering 

A study of the functions and responsibilities of 
the automotive engineer, highway engineer, and traffic 
engineer. 

21,01 07 00 00 Laws and Ordinances of Enforce- 
ment 

A study of local and State laws and ordinances, 
the Uniform Vehicle Code, and Model Traffic Ordi- 
nances and their relationship to law enforcement, 

21,01 08 00 00 Motor Vehicle, The 

Learning experiences including laboratory activ- 
ities concerned with the mechanics of tne vehicle, 
including the powerplant, gauges and indicators, and 
safety and control devices. Also emphasized are the 
economies of vehicle ownership, trip planning, and the 
» possibility of vocational opportunities. 

21.01 09 00 00 Traffic Accidents 

A study of the literature, socioeconomic 
factors, human elements, roads, and vehicles as they 
relate to the traffic accident problem. ' 



21.01/10 00 00 Traffic Citizenship 

Learning experiences and activities concerned 
with the driver's responsibility to other drivers and 
highway users, to himself, to the community? and to 
the support of public officials. 

K I 

21.01 m p0 00 Other Driver Education 

Include Jiere othei uiganized subject matter and 
experiences emphasized in driver education which are 
not listed above. (Specify,) 

21.02 00 00 00' SAFETY EDUCATION 

A combination of subject matter and experiences 
directed toward the conservation of human and ma- 
terial resources. The learning environment provided is 
such that pupils may acquire knowledge and behavioral 
patterns conducive to efficient and safe living. 

21.02 01 00 00 Civil Defense 

Planned learning activities involving the prepara- 
tion of pupils to meet both man-made and natural 
disasters. Natural disasters may include tornadoes, 
fiood$, blizzards, and hurricanes. Man-made disasters 
may include fire explosions, large-scale air or water 
pollutants, transportation accidents, construction dis- 
asters, and air-bombing attacks. 

21.02 02 00 00 Explosives 

The study of various kinds of explosives, in- 
cluding fireworks, flammable liquids and gases, blasting 
caps, dynamite, rockets, and various types of ammuni- 
tion. Also emphasized are legal requirements and 
-related safety factors. (Included as 08.02 01 00 00 
Explosives under HEALTH AND SAFETY IN DAILY 
LIVING, PHYSICAL EDUCATION, AND RECREA- 
TION.) , 

21.02 03 00 00 ? Law, Liability, and Responsibility 

A study of the leg: I aspects of safety education 
including State and loral statutes pertaining to the safe 
operation of schools, curriculum requirements, re- 
sponsibilities of State and local school administrators, 
liability suits and liability aieas, legal terminology, legal 
defense, insurance protection, and teacher and school 
liability. 

21.02 04 00 0G Personal Responsibility in Unsuper- 
vised Activities 
*(For definition see 08.02 05,00 00 Personal 
Responsibility in Unsupervised Activities under 
HEALTH AND SAFETY IN DAILY LIVING, 
PHYSICAL EDUCATION, AND RECREATION.) 
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*>! 0"* 05 00 00 Safety in" the Home 
" * (For definition see 08.02 06 00 00 Safety in 
the Home under HF.ALTfl AND SAFETY IN DAILY 
LIVING, PHYSICAL EDUCATION. AND RECREA- 
TIONS 

*>1 0^ 06 00 00 School Safety 

" (For definition see 08.02 08 00 00 School 
Safetv under HEALTH AND SAFETY IN DAILY 
LIVING. PHYSICAL EDUCATION. AND RECREA- 
TION > 

21.02 07 00 00 Traffic Safety 

. A study of the basic elements of the tratfic 
problem, including the driver, the roadway, and the 
vehicle. The basic essentials for the safe and efficient 
operation of a motor vehicle are considered in the light 
of attitudes and habits to be developed, and the 
knowledce and skills to be learned. (Included as 
08 0-> 09 00 00 Traffic Safety under HEALTH AND 
SAFETY IN DAILY LIVING. PHYSICAL EDUCA- 
TION. AND RECREATION.) The traffic safely pro- 
t gram is also considered as it relates to: 

21.02 07 01 00 Bicycle, Motor Bike, other 

Learning activities and experiences con- 
cerned with safety factors in bicycling, including 
selecting a bicycle, keeping a bicycle in proper condi- 
Uon. practices of safe bicycle riding, and community 
cooperation for safe bicycling. The same learning 
activities and experiences are applicable to motor- 
cycles, scooters, and motor-driven bicycles. (Included 
as 08 0^ 00 01 00 Bicycle, Motor Bike, other under 
HEALTH AND SAFETY IN DAILY LIVING. PHY- 
SICAL EDUCATION. AND RECREATION.) 

2J.02 07 02-00 Passenger 

Learning activities and experiences con- 
cerned with safety factors when riding in a passenger 
car or taxi. a school bus. public conveyance, a train, a 
boat, and an airplane. (Included as 08.02 09 02 00 
Passenger under HEALTH AND SAFETY IN DAILY 
LIVING; PHYSICAL EDUCATION. AND RECREA- 
TION.) 



21.02 07 03 00 Pedestrian 

Learning activities and experiences con- 
cerned with pedestrian practices in traffic, on rural 
roads and in cities, proper crossing procedures, and 
obeyW traffic signs and signals. Included in instruc- 
tion |re situations where there are no sidewalks, 
-wearing proper clothing, proper routes to and from 

O ^ ~ 
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school, and obeying student -safety patrols. (Included 
as 08 02 09 03 00 Pedestrian under HEALTH AND 
SAFETY IN DAILY LIVING, PHYSICAL EDUCA- 
TION, AND RECREATdON.) 

» • , 

21.02 07 04 00 Student Patrol 

Learning activities and experiences con- 
cerned with the organization, supervision, structure, * 
and functions of various school patrols including 
traffic hall or school, school bus, playground., fire drill, 
and civil defense. (Included as 08.02 09 04 00 
Studenf Patrol under HEALTH AND SAFETY IN 
DAILY LIVING. PHYSICAL EDUCATION, AND 
RECREATION.) ■ 

2! .02' 07 99 00 Other Traffic Safety 

Include here other organized subject matter 
anckexperiences emphasized in traffic safety which are 
not Iistecfjabove. (Specify.) 

'! 

21 C 08 00 00 Vocational and Occupational Safety 
" " (For definition see 08.02 10 00 00 Vocational 
and Occupational Stfety under HEALTH AND 
SAFETY IN DAILY LIVING, PHYSICAL EDUCA- 
TION, AND RECREATION.) 

21 02 99 00 00 Other Safety Education 

Include here other organized subject matter and 

experiences emphasized in safety education which are 

• not listed above, (Specify.)" 

JUNIOR ROT - 
22.00 00 00 00 

Junior ROTC is comprised of a body -of- subject 
matter, or combinations of courses and practical ■ 
experience, organized into programs of instruction to 
provide opportunities for pupils to prepare for and 
achieve career objectives, in selected branches of the 
military service. In the instructional process ^various 
aspects of subject matter frequently are drawn from 
other subject-matter areas. 

Instruction is concerned with developing (l)good'- 
citizenship, pitriotism, self-reliance, leadership, and 
xesponsiveness ^constituted authority; (2) knowledge 
of basic military skills and^appreciation of the role ot 
tin: military services in military defense; and (3) 
informed citizens, strength of character, and under- 
standing of the responsibility of citizens in a demo- 
cratic society. 

The following'rationalejvas applied io the selection 
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22 JUNIOR ROTC-(eontinued) 

of the items for placement in the Junior ROTC area: 
(1) the various items selected and classified were 
determined as including the aspects of Junior ROTC 
most commonly taught; (2) the items could be defined 
in brief form using only salient descriptive elements; 
and (3) the various items classified were identified by 
titles that are considered to be in current use in Junior 
ROTC. 

Many items of information in chapters 3 and 4 are 
supportive to pupils, instrutnonal staff, and subject 
matter in the instructional program. For examples, see 
the items classified in the X 07 00. Series-Evaluation 
and Curriculum Improvement mi pages 71 -78, and the 
items classified in the X 32 00. Series-School Serv- 
ices Supporting Instruction on pages 90-96. Graphic 
illustrations of these relationships are shtfwn in table 7 
on page 1 1 and in figure 2 on page 13. 

Tfie following items of information identify sub- 
stantive content, specialized experiences, and career 
objectives emphasized in Junior ROTC. 

22.01 00 00 00 ARMY JUNIOR ROTC 

Organized subject matter and learning activities 
which are concerned with the development in each 
cadet ( I ) attributes of good citizenship and pauiotism, 
(2) self-reliance, leadership, responsiveness to consti- 
tuted authority, and (3) a knowledge of the basic 
military skills and appreciation of the roie of the US- 
Army in national defense. 

22.01 01 00 00 Introduction to ROTC/NDCC and 
Military Organization 
The study of the purpose and objectives of the 
ROTC/NDCC program, including benefits that students 
may receive by participation in ROTC. Included in 
instruction are the history and background of ROTC/ 
NDCC, wilh emphasis on the local ROTC unit and its ~ 
. historv, organization, traditions, awards, and decora- 
tions. Attention is given to orientation concerning the 
cade: uniform and insignia, including proper wear, 
care, and mainienance of the uniform- The basic 
theory of military organization with emphasis on unity 
of command and chain of command* its structure, 
flexibility, and the concept of tailored forces, is also 
emphasized. 



22.01 02 00 00 Leadership 

Planned learning activities designed to provide 
for leadership training, drill experience, and the de- 
velopment of certain essential characteristics of leader- 



ship such as initiative and self-confidence through 
progressive training in the school of the soldier and 
exercise of command. Subject matter and experiences 
are planned to develop in the student qualities of 
courtesy and discipline, habits of correct posture, 
precision in execution of drill movements, and re- 
sponse to a leader's orders; and provide practical 
experience in the duties and conduct of officers and 
noncommissioned officers in the exercise of command. 
Consideration is given to the similarity between leader- 
ship in military and civilian life and the necessity for 
responsiveness to constituted authority in both en- 
vironments. 

22.01 02 01 00 Courtesies, Customs, and Rules of 
Conduct 

Subject matter and experiences concerned 
with military courtesy, customs, and rules of conduct; 
salutes, terms of address and titles, and insignia of 
grade; honors to the National Anthem and to the flag, 
including display and care of the flag"; personal honor 
and integrity; courtesies to individuals;^ nd origins of 
customs. General indoctrinatiorv in traditions of the 
Army and pride in the uniform, military justice and the 
unit commander, and the Code ^f Conduct. ^are 
emphasized. * \ * 

22.01 02 02 00 leadership, Drill, and Exorcise of 
Command 

learning experiences designed for the 
soldier v/ith and without arms. Drill for foot troops 
including squad, platoon, and company drill is empha- 
sized, as are wearing, caring for, and maintaining the 
uniform. Duties and responsibilities' of leaders and the 
individual soldier during ceremonies, parades, reviews, 
escorts, inspections, and regular drill periods and the 
development of command voice are studied and prac- 
ticed. Preparation for and conduct of formal in- • 
spections in ranks and barracks are provided, as 
appropriate,, with and without personal field equip- 
ment. Particular emphasis is placed on proper 
methods of instruction and supervision of-physical 
training, e.g., organized athletics such as softball, 
volleyball, swimming, tennis, and such other sports 
as- are permitted by local conditions -and available 
time. 

22.01 02 03 00 Psychology of Leaderslup 

An introductory course in leadership which 
emphtfsizes^principles of leadership, leadership traits 
and techniques, response to leadership, human be- 
havior, and adjustment to regimentation. 



ERLC 



-282- 



^1 



22.01 02 04 00 h'Miciples «• Leadership 
.. " Subject matter concerned with responsibili- 
ties and basic qualities of a leader, objectives of 
leadership, leadeisbip principles and techniques, func- 
tions of the leader, and special problems of military 
•leadership. 

22.01 02 99 00 Other Leadership 

Include here other organized subject matter 
and experiences- emphasized in leadership which are 
not listed above. (Specify,) 

22.01 03 00 00 Hygiene and First Aid 

The study of elementary personal hygiene, 
general hvgicntc rules, body care and cleanliness, 
necessity ot routine habits in daily bodily functions, 
care of" the feet, and regular physical examinations. 
Personal hygiene and individual health rules in the 
field, insect control and prevention of insect bites, 
cleansing of eating utensils, improvised, washing and 
bathuii! facilities, waste disposal, march hygiene and 
camp sites, and field water supplies are emphasized. 
•Instruction includes responsibilities of leaders in mat- 
■ tcrs of health control, dressing and. protection of 
wounds, prevention of infection, control of hemor- 
rhage, prevention of shock, control of pain, use if 
fiist-aid ktt and packet, applicatory exercises in band- 
aging, artificial respiration, and first aid for common 
■cineaencies. Opportunities are provided for study and 
' practice in first aid for poisons, snake ^tes. insect 
bites, heat exhaustion and heat stroke, and manually 
cam mg the sick and wounded. 

22.01 04 00 00 Weapons 

Instruction which provides for detailed study of 
latest standard individual and crew-served weapons. 

22.01 04 01 00 Individual Weapons 

Instruction which provides for detailed 
•study oi the latest standard individual weapons. Em- 
phasis is given to rifle 7.62mm, MI4 oi U.S. rifle 
caliber. .30 Ml. including descriptions, characteristics, 
disassembly and assembly, operations, functioning, 
spare parts, accessories, ammunition, and care and 
cleaning. Familiarization with caliber .45 pistol, rifle 
5.56inni Ml 6, and hand and rifle grenades, machinegun^ 
7.62mm. M60 and machincgun caliber .30 M1919A6 is 
provided. 

• 2201 04 02 00 Crew-served Weapons 

Subject matter and experiences concerned 
with light crew-scrved weapons, including characteris- 
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ties, general data, disassembly, assembly, and function- 
ing.' Instruction provides for familiarization with the 
40mm grenade launcher M79,3.5-inch rocket launcher, 
,66mm HEAT Rocket, "M72, and/or other latest stand- 
ard crew-served weapons. Classes on standard crew- 
seivcd weapons, including, mortars and "antitank 
weapons with emphasis on the 8 1 mm mortar and the 
90mm and 106mm recoilless rifles, and characteristics, 
capabilities, and types of ammunition are conducted. 

22.01 04 99 00 Other Weapons 

Include here other organized subject matter 
and "experiences emphasized in weapons which are not 
listed above. (Specify.) 

22.01 05 00 00 Marksmanship 

Subject matter and experiences concerned with 
principles of marksmanship, demonstrations, student 
participation in sighting and aiming, positions, trigger 
squeeze, sling adjustment, range procedure, and safety 
precautions. Range practice w.th the .22 caliber rifle , 
and matches and- competition with the .22 caliber nfle, 
are conducted as applicable. 

22.01 06 00 00 American Military History 

'Subject mater designed to provide a brief 
resume of important U.S. Army < mipaigns and battles, 
achievements and upturn of the U:S. Army, bio- 
graphical sketches of p.o.-.iv.ent Army/leaders, past and . 
present, examples of personal heroism and unit gallan- 
try in the U.S. Army, and famous mottoes, slogans, 
and colorful traditions of units. 'Contributions of the 
Army to the Nation such as defense of the country, 
western exploration, and scientific and medical con- 
tributions are emphasized, including the "citizen 
soldier" tradition, and the role of the soldier in a 
democracy. 

22.01 07 00 00 Small Unit Tactics: Infantry 

An organization of subject matter designed to 
teach the students basic tactics of smali infantry units, 
to instruct in individual training of the infantry soldier, 
and to impart the principles and fundamentals of small 
unit tactics. 

• i 

22.01 07 01 00 Individual 

Subject matter and experiences concerned 
with the tactical training of the individual soldier. - 
Included for study are organization of the rifle platoon 
with empha:L on the rifle squad; scouting and Patrol 
ling, day and night; individual protection of the soldier: 
elementary camouflage; and techniques of fire. 
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22 JUNIOR ROTp-lContinuedt 

22.01 07 02 00 Squad 

, Subject matter and experiences concerned 
with $qtftd tactics. Instruction emphasizes organization 
ot the riile platoon* particularly the rifle squad; 
scouting and patrolling, day and night; elementary 
camouflage; squad formations: techniques pf fire of the 
squad; and the rifle squad in the attack and defense. 

22.01*07 03 00 Platoon 

• ' The study of the organization of the in- 
fantry company with emphasis on the rifle platoon, the 
rifle platoon in the attack and defense, platoon 
formations, aful battle drill. 

,22.01 07 04 00 Company, 

P The study of the company in the attack and 

defense, Tactjcal control measures and principles of 
defense estimate of the situation, operations orders, 
and troop-leading procedures are included in instruc- 
tion. . 

* 22.01 07-05 00 Battalion 

The study of the organization of the infan- 
try battalion with emphasis on the rifle company. The 
coinbinec arms team, tactical control measures and 
principles of defense, estimate pf the situation, opera- 
tions ordsjrs, -and troop-leading procedures are all 
emphasized in instruction. 

JZ2.0H07 99 00 Ot^er Small Unit Tactics: Infantry 

Include here other organized subject matter * 
and experiences- emphasized in small unit tactics, " 
Jnfantry, which are not listed above. (Specify.) 

22.01 0$ 00 00 Maj?and Terrain Analysis 

An introduction to map and terrain analysis. 
Instruction is concerned with marginal information, 
Conventional signs and military symbols, grid coordi- 
nates, location antf direction, azimuths, use of cojri- 
pass, scale and distance, "and elevation and relief; 
location by intersection and resection; preparation of. 
overlays; and introduction* to aerial photograpirread- 
ing. ^ j 

22.01 09 00 00 Military Teaching MetHoJls " 

Subject Jgxtter designed" Jp provide an intro- 
duction to military ^aching' methods, including, the 



^stages xjf instruction and the importance ofWach. 
Techniques* used in planning-and instruction, speech 



' teclmftf{ies,^the construction and use of lesson plans 



and training aids, and /die construction and use of tests 
to evaluate^raining arc emphasized. 

22.01-10,00 00 New Development \ * < ; 

Organized subject matter and experiences con* 
cerned with -current unclassified developments in or* 
ganization, tactics, weapons, techniques, 'and materiel 
of the Army. 

22.01 hi 00 00 Military Service: Opportunities, Ob- 
ligations, and benefits 

The study and analysis of the Senior ROTC 
Program, including scholarship opportunities; the* Na- 
tional Guard : the. Army Reserve, and the Regular 
Army; and opportunity for an officer or enlisted career' 
in the Regular Army. * 

. 22.01 12 00 00 Counterinsurgency 

Subject matter organized to provide an intro- 
duction to counterinsurgency, including a brief analysis 
of the nature of insurgency, its environment, its 
prerequisites, the threat it constitutes, and motivation 
of the individual insurgent, Methods of cojnbating 
insurgency, andjhe Army's role in, counterinsurgency 
are also studied. 

22.01 13 00 00*Branches of the Army 

?tudy concerned with the general mission and 
role of the Various branches of the Army. !he combat - 
arms ^team, ancl the supply, service, and maintenance ' 
contribution of the technical and administrative serv ; 
ices- in furnishing combat service support "to the field* 
Army are v emphasized. 
_ • \ 

22.01 h Q0 00 Communication 

A combination of subject matter and activities 
concerned with the methods and techniques of com* 
munications, {including messenger, wire, radio, visual, 
and sound; basic wire communication and equipment; 
basif radio communication and equipment; and radio 
procedure. The importance' of communications in 
combat operations is stressed in instruction. 

22.01 15 00 00 Methods of Instraction 

Subject matter designed to provide a thorough 
review of military teaching methods. Actual instruction 
is givefo by cadets with emphasis on the U.S. Army and 
its role in national security. 
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22.0J 99»00 00 Other Army Junior RjOTC 

Include here other organized subject matter and, 
experiences emphasized in^Army Junior ROTC which 
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are not listed oV classifiable in one o\ the above 

categories. (Specify.) 
*> * * 

22.02 dO 00 00 NAVY JJJNIOR ROTC 

One oC the military service branches directed by 

«. Section /2031, Title 10 ? United States Code, to estab- 
lish JROTC Units St public and orivate secondary 
institutions. Tlie* three-year progiam (sophomore, 

- jynior, 'and senior high school years) follows NAV- 
PEJ&S curricuiuins with the. following objectives; to 
develop* informed citizens, strengthen character, 'pro- 
mote an understanding of "the military responsibilities 

* of citizens in a democratic society, and [develop an 
appreciation of the U.S. Navy and the role of sea 
power in the national defense. 

22.02 0rt 00- 00 Naval Science I 

Subject matter and experiences provided in 
grq.de 10 with emphasis on topics such as Naval 
Orientation, Naval History, Customs, and Traditions, 
Importance of Sea Power, and Our Modern Navy, 
5 including United States History from a Natfy view- 
point. Aiso frjduded is an introduction to Drills, 
Commands, and Ceremonies. 

22.02 01 01 00 Drills, Commands, and Ceremonies 

* The study of and practical training in the - 
nomenclature, positions, movements, and other aspects < 
of military drill on the squad, platoon, and company 4 
levels. Performance may be with or without arms 
(rifles). 

22.02 01 02 00 Orientation and Sea Power 

The study of the history, customs, courte- 
sies, and organization of the U.S! Navy. Instruction is 
planned to impress upon the cadet the importance of 
" sea power and' the need for ar strong-modern Navy, 

♦ 22.02 01 99 (JO Other Naval Science I Topics 

Include here other subject matter and ex- 
periences emphasized in Naval Science I which are not 
listed above. (Specify.) 

22.02 02 00 00 Naval Science H 

Subicct matter and experiences provided in 
grade 11 with emphasis on topics such as science 
(oceanography and meteorology), naviga» : >n (e,g., aids, 

* charts, rules of the nautical road, dead reckoning, and 
piloting)," and Seamanship (niarlinspikc, deck, and 
boat). Also included are first aid and more advanced 
participation^ Drills, Command, and Ceremonies, The 
fundamental skills and knowledge necessary to a man 



aboard a Jiavy stop 'comprise an important part 
instruction* - a M ,« *, . * 



of 
i 



22.02 02 01 00 Adventures'In Science . 

,The study of the basic facts; con<:epts,*and. 
principles of the branches of science most u§efiil Jo t - 
future navalWieers and enlisted personnel in the 
performance of their duties aboard ship^ i\ 

. * * r 4 ■ ■ 

2l02 02 01 01 Meitorology * ! \jg 

^ (For definition see Earth-Space * 

Scfaices, 13.04 03 00 00 Meteorology, under NA- 
TURAL SCIENCES.) 

22.02 0^ 01 02 Oceanography 

(For definition see Earth«Space Sci- r 
ences, 13:04 04**00 00 Oceanography, under NAv' 

TURAL SCIENCES.) • 

s> * 
_ * • 

22.02 02 of 99 Other Adventures in Science Topes * f 

Includp-here other topics empl^sizedjn 
the adventures m science which ^re not listed above. 
(Specify.) ' - $ 

22.02 02 *02 00 Drills, Commands, and CeremOpics 
(For definition see 22.02 01 01 00 Prills, 
Commands, and Ceremonies under Naval Science L) 

2%m 02 03 00 First Aid 

' (For deTiniiioii see 08.0V 06 00 00 First ^ 
Aid under HEALTH AND SAFETY IN DAILY LIV- 
ING, PHYSICAL EDUCATION, AND RECREA- 
TION.) ( ' 

22.02 02 04 00 Navigatioii I 

Tlie study of the art/science that enables the 
mariner to (I) determine his ships position, and (2) 
guide her safely from one point to another. Included iu^. 
instruction are the basic fundamentals^ piloting, dead 
reckoning, electronic iiavigation/rulesx>ftlift road, and 
the use of uavigationahiustruments and aids. % * 1 

22.02 02 05 dO Seamanship I 

The study of the fundamentals of the art pf ♦ 
handling, working, and navigating naval ships aud'Sinall 
craft. Included in instruction are the basic funda- 
mentals of boat, deck, and niarlinspikc. seamanship and 

small craft safety. . 4 

f * •& » 

22.02 02 99 00 Other Naval Science II Topics 

Include here other Subject matte'r and ex- 
periences emphasized in Naval Science U whyrti are ngt 
listed above. (Specify.) • 
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■ 22 JUNiOR ROTC-(eontinued) 

* * 

22.02 03 00 00 NavalScience HI 

Subject matter- and experiences provided in 
grade 12 with emphasis on' -topics such as science 
(astronomy), navfgation (relative motion, bearings 



,22.02 03 '03 0.1 Sonar. - ;# 

• Classroom s'tudy o'f the basic principles 
for using the,; electronic device of SONAR (sound 
navigation and ranging) as underwater sound equip, 
mentfor submarine detection and navigations- " 



. - - \ ...^/liwii, UfciUllljJ5, 

plotting vector diagrams, .andelestial^avi^tion), and .. .22.02 O3\o 3 99 Other Electron** 

electronics (communications, radar-, sbnar) Also in- V i i a x ' , 

eluded are leadersl.io.and nW > ,n?lude here other organized ^subject 



which are nor listed above .^Specify.) 



m brills, Commands, and Ceremonies. An important 
. aspect of instruction is the development of an under- 
, startling of the- principles- of the more technical 
•tunctfons and equipment aboard naval vessels. 



22.02 03 01 v 00 Adventures in Science 

(For definition see 22.02 02 01 00 Ad- 
-ventures in Science under. Naval Service 11.) 

22.02 03 01 0! Astronomy 

(For definition see Earth-Space Sci- 
ences. 13.04 01 00 00 i4s/ro/iowiy..under NATURAL 
SCIENCES.) .. 

.. • 22.02 03 01 99. Other Adventures in Science Topics 
' , ' ■ . Include here other topics" empr .sized in 
the- adventures in science which are not listed above 
s (Specify.) ■ .' ■ *, 

22.-D2 03 02 00. Drills,' C^HnJnds^and Ceremonies 
,, ■ • *. '(For.defimtiorrsee 22.02 01 *01* 00 Drills, 
* .Comnfands, and Cerenfb'nies undcWaval Science I.)' ' 

e . - * . \ • v 

:&*?2gi--Q3 00< Ebonics " \ ' 

Y , **' » Xlie a - ud y -°f 'he Basic concepts in the field 
ot .electronics. Emphasis is pj'aped pri.narilv on the 
theory, of operation "of typical electronic devices 
./ involved in communications, radar, and'sonar. 

22.02 03 03. Orf Communications' •» 
; Specialized learqing experiences in ele- 

- metitary interior and exterior naval communications^ 
f \ develop in the cadet an-apprcciation: 0 f the importance 
. of reliability, security, speecF, and the -.methods em-" 
, pjoyfcd to achieve them. ' 



''22:02 



.ft 



03 03 02 Radar' ' 

. Qassroom study pf the basic principles 
for using tjie electronic device of &ADAR (radio 
detection and ranging) to detect. the presence,' range, 
Bearing, elevation, and .speed of airplanes, ships, and 
land masses in darkness, fog, or storm. 



22.02 03 04 00 Judo , « 

* • » # . 

Organized subject matter and experiences 
concerned with the basic fundamentals of a'refined 
form of jujitsu presented as part of the physical fitness 
-emphasis in the Navy Junior ROTC program. 

22.02 03 .05 00 Leadership. 

The study and development' of under- 
standing concerning the basic essentials of an effective 
riaVal leader. Included in instruction are such areas as 
moral responsibility, loyalty, .devotion to "duty, self- ' 
confidence, initiative and ingenuity, courage, ability to 
organizeand make decisions, and pe^onal example. . 

22.02 03 06 00 Navigation II " 
An extension ef the study of the art of 
science tlfat enables the mariner ,to (1) determine his 
. ship's position, and (2) guide her safely from one point ' 
to another as described in Navigation I. Included for. 
additional study are the basic fundamentals of relative ' 
motion, bearings and plotting, vector diagram of speed 
■ triangle.Mntercept solutions, celestial navigation, and 
other related factors. 

22.02 03 07 00 Survival, i 
• t . ' Organized subject matter and experience 
concerned with the basic fundamentals necessary to 
the preservation of life in the face of disaster. Emphasis ' 
.is on survival in the water and the use and care of 
» equipment normally available. 

^.02 03 99 00 'Other Naval ScienceYll Topics . . 

Include here other -subject matter anil ex- 
.pcriences emphasized in Naval^Science'HI which are 
not listed above. (Specify.) -> • 

22.02 99 00 OO- Other Navy Junior ROTC 

Include here other organized subject matter and 
experiences emphasized in Navy Junior ROTC which 
are not listed or classifiable in one of the' above 
categories. (Specify.) , * ' 
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*2f0 3 00 00 00 AIR FORCE JUNIOR ROTC 

*A combination of subject matter and experiences 
.involvin^principics, skills, knowledge, and appreciation" 
concerned with the role of the United States Air Force ■" 
in national defense. Instruction aslo emphasizes the 

• development of citizenship, character, leadership, self- 
rcliance.and general knowledge. 

* * » 

* 22.(13 01 00 00 Introduction To Aerospace Educa- * 

* tion ^ * 
Subject matter and experiences concerned with 
.initial exploration of aerospace factors, including an, 
.overvievy of the development and impact of aerospace, 
a familiarization with Aircraft and spacecraft, an 
examination of the environment in which such craft 
operate, and an "orientation to the work of the United * 
States Air Force and the custom^ and courtesies used >. 
by its military members. 

\ \ 
22.03 01 01 00 The Coming of the Aerospace Age* 

The stiufy of antecedents and early begin- 
nings of aviation andthe advent of space exploration; a 
look at the pioneers of aerospace and their contra* 
butions; and life developments that have led to the, 
present state of aerospace technology. 

22.03 01 02 00 Aerospace and the American People 
The study of the impact of the development 
of aircraft and spacecraft upon the people of the 
United States and ^ther ^nations. A resume of the 
changes that have resulted in the American society and 
economy, including effects upon education, geography, 
'science, Communication, commerce, security, and 
everyday life* is included in instruction. 

22.03 01 63 00 Aircraft of Today 

Subject matter and experiences applied to 
modern aircraft, e.g.,<component parts, differences in 
design , and purpose, and basic terms and ideas related 
to "flight and propulsion; the general capabilities of 
1 "'current military and commercial models; and familia- 
rization witli military and^nonmilitary aircraft to the 
extent of being able tp identify or describe each. 

22.03 01 04 00 Space and the Universe 

The study of space geography and relatSd 

terminology and concepts. Recent knowledge about 
' neighbors of the earth and ideas forfuture space travel 
. \ are emphasized in instruction. ' ^ 

22.03 01 05 00 Spacecraft and Launch Vehicles 

The, study of terminology and general^ 



principles of rocketry arfd.the rocketrand missiles now 
in use, including current and recent space flight* and 
projected ones. ' 

22.03 01 06 00 Weather 

" » ' The study* of atmospheric components and ^ 
phenomena as applied to mejeorology and aeronautics, 
inciting the nature of foreca/ting and its importance 
. to aviation and the Air Force, andVthe evolution of 
weather technology. + x * 

22.03 01 07 00 The Air Force Community ; 

Hie study of; the air 'force ba$e as (1) a 
military community, including its geography, facilities, 
and ways of functioning) and (2) the worldwide 
complex of air bases and the meaning for American* 
. society. * 



22.03' Of 08 00 Air' Force Traditions, Customs, and ^ 
. Flight Drill 
• 'Subject matter and experiences designed to 
help the student become acquainted with the existence 
and .development of Air Force traditions and customs, 
including United States flag etiquette, *the hand salute, 
respect for authority, principles of honor and integrity, 
, and allegiance to country. Emphasized are appreciation 
'of the need for discipline in military group activities 
learning to wear the uniforrn properly and proudly; 
and v learning 'individual positions and facing move^ 
menis, the rank and file maneuvers required to move a 
formation of flight size, and h,ow to giye commands for 
such actions. ^Opportunity for demonjtration of at- 
tained proficiency is provided in instruction.^ 

.22.03 01 99 00 Other Introduction to Aerospace 
Education * 
. ■ Include here other, organized sfctiject matter* 
ind experiences .emphasized in the introduction to 
aerospace education which are not .listed above, (Spec- 
ify-) , % ' • 

22.03 02 00 00 Elements of Aerospace Education 

Subject matter" and experierfces designed for the 
Study of selected areas of aeronautics, e.g., examina- 
* tion of the component factors of aerospace power, and 
the development of individual and group skills suffici- 
ent for* appropriate participation in Air Force Cere- 
monies. 
* * 

t 22.03 02* Of 00 Theory of Aircraft Flight 

subject matter and experiences concerned 
with the 'study of^aerodynamic forces as related to 
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. atmospheric properties', including an examination' of 
p he structure of the aircraft, its central mechanisms, 
and ,ts characteristics in flight. The student is Intro- 
duced fo aircraft instruments, preflight, flight*; and 
postflight check procedures. 

» 

• 22.03 0^ 02 00 Propulsion-Systems for Aircraft 

. • • 2)\e study 6f the factors influencingvdtnio- 
spheric flight through propulsive means. : Fuels, ma- 
climes, component sections of reciproca&g engines, 
jet engmes, and rockets are studied Physical and 
. chenucaL properties and indices of relative efflcierfcies 
are explored. Other functional systems of an aircraft 
' are examined as they .elate fo aircraft propulsion. 

22.03 02 03 00 ^Navigation 

Subject matter and experiences concerned 
with exploring the. use ot maps, charts, arid various 
tonus of projections which are basic navigator tools 
P'lotagc, dead reckoning, and' .radio navigation are 
introduced in instruction and practical navigation 
problems arc explored, and solved. .The role of the • 
Federal Government in providing navigational and 
communication aids is examined. . • 

22.03 02 04 00 Aerospace Industry and Research 

u ■ , ,™ e Study and analyss °i the s«ope and 
* breadth of aerospace industry: oersSnriel, functions 
financial considerations, product.-, plant locations, and 
vgcncrai industrial trends. Emphasis is on the rec6gni- 
' tion of aerospace power as a\combined resultant of all 
' ?°. ntr ' bu ting J fo»ees,.i.e., military air, civilian air, and 
the supporting facilities, personnel, industries, and 
educationuhsystems. In the review of research activities 
and potential, an examination is made of new and 
projected aircraft developments. 

• 22.0J 02. 05 00 'Civilian Aviation and. Facilities ■" 

An examination of civil air ' factor/ ' in- 
v eluding facilities and their planning, development - 
and utilization., Th ? need for national coordination 
. and support pf Federal agencies is also included 
Hie, student examines air- carrier organizations • 
with particular attention -to scheduled and non- 
scheduled airlines. Additionally, - afr-taxis, charter 
operations, and agricultural, business, and reo 
readonal flying are reviewed-. Problems - bf sched- 
uling, safety* sales, tariffs, engine overhauls;, fran' 
chises, personnel, duties, and long-range programs 
are covered. ^ 



\ > 

22:03 O'O Military Aerobe ' 

Subject matter and experiences designed 'to 
help, the.studenf .become acquainted with the tasks of 
the Air Fprce and the capability of Air Force personnel 
and unit^n the use -or support of strategic? /tactical, 
and defensive weapons systems". In addition to estab- 
hshmg the specific&erospace roles of.the Air Force a 
review of Army and Navy *r is. also included 'in 
instruction. 

'22.03 02 .07 00 Techniques of Instruction Vd'Cere- 
monial Drill " 
Subject matter and experiences concerned'' 
with helping students become familiar with the con- 
cepts of how to instruct others. Opportunities are 
provided to apply these concepts in teaching drill skills 
and the knowledge of ceremonies to beginners in the 
AJrJROTC program. En.pahsis is on increasing knowl- * 
edge and abilities to the point that one' can compe- 
tently participate in sqtiadron-size and larger mass 
formations. As in the first year, application ^ attained 
proficiency is stressed. 

22.03 02 99 00 Other" Elements of Aerospace Educa- 
tion t \" • 

Includejiere other subject matter and ex- 
periences capitalized in elements of aerospace 'educa- 
tion which are not listed above. (Specify.) 

t - » 

22.03 03 00 00 Aerospaceage Leadership 

Subject matter which is designed to provide ' 
explanation of space technology and space programs- a 
review of leadership o PP 6rtunijies in space, national . 
•defense, and aerospace preparation; and an analysis of 
factors and techniques involved ,in leadership situa- ■ 
tions. ' - . 



22.03 03 01 00 Space Exploration: Manned and Un- * 
manned Plight ■ " 
A study of subject matter concerned with 
the capabilities-and restrictions that characterize man 
^relationship to the, total problem of conquest of 
Wace. The state of development of the U.S. space 
pfograms is analyzed in order to determine the degree 
of progress that has been made and implications Tor the 
future. In addition, a careful review is made of the area 
- of peaceful scientific exploration and probes into 
space. 

22.03 03 02 00 Space Technology /Propulsion:' GuVdC 
. , ance and Control Space' Vehicles '" 

A semitechnical study of two basic essen- 
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tials of space technology:* (1 ) and examination of the . 
generally-used propulsion systems' as well as a futuristic 
overview of more sophisticated systems; and (2) the^ 
orderly progression from the simple <tQ the more 
complex systems of guidance and control, with at- 
tention to the facilities and organizations involved. 

22.03 03 03 00 International Space Programs 

Study involving summary and discussion of 
the achievements of other nations in the application of , 
current and future space programs, including th6 v 
implications for international law. Plans for future U.S. 
programs are analyzed. 

22.03 03*04 00 Human Factors- of- AviafionTand 
* ' Space ^ 

Subject mat&r concerned with the detailed 
study of the physiological aspects 'of aviation and 
flight. The training requirements, selection procedures, 
and projected needs of tin astronaut program are 
included. Leadership in the' aer&space age and the , 
identification of the role and techniques of the leader 
are critically reviewed, including "the identification of 
future needs for national and international aerospace 
leadership. * f 

• / ' > " 

22.03 03f 05 00 The Defense of the United States 

/ Study involving the examination of national 
defense structure, including the executive agencies, the 
DepartmWof^Befense, the USAF, the U.S. Navy, the 
U.S. Army, the U.S. Marines, and the U.S. Coast 
Guard. Particular attention is devoted to the national 
qerospace program and the interrelated responsibilities, 
of the agencies mentioned above. Civil defense, its need 
and functions, is studied with attention giverx to 
Civilian defense organization at the local level. 

22.03 03 06 00 ^Aerospace Opportunities for the In- 
% dividual 

Subject matter concerned with an intro- 
duction to the spectrum of vocational and educational 
opportunities in aerospace work. Civilian and govern- 
ment careers in aerospace are reviewed; the nature of 
military 'obligations is examined in relationship to 
commissioning and enlistment opportunities; and, in 
particular, the educational and professional challenges 
of college-level Air Force ROTC are discussed. 

22.03 03 07 00 Aerospace Leadership Application 
Subject matter concerned with leadership 
techniques that are useful it\ dialing with fellow 
< students, particularly in AFJROTC Problem -solving 



and the analysis of skills valuable- in leading others are 
introduced. Knpwledge is applied and science is 
provided througlrtfccupancy of leadership positions in 
the cadejt organization, The bppwrtufuty' Jo improve 
, further the ability to instruct other students is con- 
tinued through*, this thirJ-yjear ♦> * * 
9 - \ - / - - $ 1 
2?.03 Cf3 99 00/ Other £ero$pace L&dership . v 

1 Include here other 'subject matter and ex- 
periences emphasized jn aerospaceage leadership which t 
are not listed atfbve. (Specify.) 

22.03*04 00 00 National Security 

The examination anH stud^of the elements of 
national security, the military organization^ and the 
military in action. /• 

' ' y * , . / 

22.03 04 bl 00 Elements of National 'Security, Part 

\ C* * . , ' 

Subject matter designed for a study of the 
nature and purpose of war, the functions and employ- 
ment of the United States military .forces, and the 
current prospects and trends in the seajch'for world 

peace. ' 

f ( 

22.03 04 02 00 Elements of National Security, Part 
II • * ' 
Subject matter -designed Jbr,^xtending the 
study of the nature and purpose of war, the functions 
and employment of the United States military forces, 
and the current prospects and trends in the search for 
world peace. - 

22.03 04 03 00 The Military Organizations In Ac- 
tion N 
A combination of subject matter and skills 
development designed to provide practical leadership 
experiences in basic military and officer-type activities. 

22.03 04 99 00 Other National Security 

-Include here other subject matter ^and ex- 
periences emphasized in national security which are 
not listed above. (Specify.) 

22.03 99 00 00 Other Aii^erce Junior ROTC - 
Include here other subject matter and ex- 
periences emphasized in Air Force'Junior ROTC which 
are not listed or classifiable in one of the above 
categories. (Specify.) 

22.04 00 00 00 MARINE CORPS JUNIOR ROTC 

A combination of subject matter and experiences 
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22 JUNIOR ROTC-(Continued) .* ; 

involving prmciples. skijk, knowledge, and appreciation 
•concerned with th<? role of the United States Marine 
Corps in national defense. Instruction also includes the 
principles and processes of military training, and 
emphasizes the development of citizenship, character, 
leadership, self-reliance, and general knowledge. 

; 22.04 01 00 00 Military Training I 

Basic subject.niatter and .learning aqtivities 
which are concerned with the principles and processes 
involved in miliary training, In practice, activities" 
include classroom instruction and application in and 



and care of the flag; personal honor and integrity; 
' courtesies to individuals; and origin of customs. Gen* 
eral indoctrination in* pride of the Marine Corps 
uniformed the traditions of the Marine Corps are also 
included. 

* « 
22.04 01 05 00 Hygiene . 

Subject matter which is concerned with 
eleinentary-pSrsonal hygiene, general rules, care of the 
body, cleanliness, necessity of routine habits in the 
daily bodily functions, -egular physical examinations, 
and care of the feet. Included. in instruction afe 
personal hygiene and individual health rules in the 
field, insect control arjd prevention: of insect bites, 



our of crhnni Ac™ fc r u ■ * ,,wc " wiuiui aija prevenuon: ot insect b tes, 

oln^ rT m,h - ary 'I"™* arC dCanSing ° f eating utensils > washing and 

organized under a. variety of descriptive titles such as bathing facilities, waste disposal, march h^gier* and 

campsites, and field water supplies. .RgspbnMbllity of 
the individual leader in matters of health control* is ■ 
( emphasized. . 

22.04 '01 06 00 First Aid 

A combination of subject matter and ex- 
periences concerned with dressing and protecting 
wounds, prevention of infection, control of pain, use 
of first-aid kit and packet, applicatory exercises in 
bandaging, artificial respiration, first aid for poisons, 
snake bites, insect bites,* heat exhaustion and heat 
stroke, and manually carrying the sick and : wounded, 
(See also 08.01 06 00 00 First Aid under HEALTH 
AND SAFETY IN DAILY LIVING, PHYSICAL EDU* 
CATION, AND RECREATION.) 

22.04 01 07 00 Leadership Drill, and Exercise of 
Command * 
Instruction concerned with the definition of 
4 and rieccssity for military discipline. Activities include 
schpol of drill for the Marine with and without arms, 
and drill for foot troops including ^quad, platoon, and 
cornpany drill. A minimurn of six hours of "Marine 
Corps physical training methods and techniques, in- 4 
eluding .administration of the. Marine Cbrps recruit 
physical fitness tests, is an integral portion of the 
program. Characteristics of military commands and> 
orders; development of the -command voice; cere- 
monies, reviews, parades, escorts, and inspections; and 
interior guard duty are emphasized in instruction. 

22.04 01 08 00 Weapons , c * 

Instruction in weapons which emphasizes 
.familiarization with the U.S. Rifle Caliben.30 Ml, and 
a detailed sfcidy of the'U.S. Rifie, 7.62mm M-14,*and 
includes description, characteristics, disassembly and 



History 'and Traditions of the Marine Corps, Military 
Organization, and Weapons and.Marksmanship. 

22.04 01 01 00 Introduction to Marine Corps Junior 
Reserve Officer Training Corps 
Subject matter concerned with the purpose 
. . and?objectives of Marine Corps Junior Reserve Officer 
Training Corp$, its benefits and potentialities,- and 
requirements for advancement. Attention is also given 
to local awards and decorations, organization of the 
local- unit, wearing of uniform, arid cadet insignia of 
rank. 

22.04 01 02 00 History and Traditions of the Marine 
Corps 

Subject matter devoted to the basic history 
and traditions of the Marine Corps from 1775 to the 
present time. 

22.04 01 03 00 Military Organization ' r 

Hie study of the underlying theory of 
^Marine Corps organization Mn simplified form, with 
emphasis on the following: Necessity for one leader for 
-each unit or subdivision; span of control and the chain 
of command; assignment of specific duties and respon- 
sibilities to all personnel; integration of smaller unifs> 
into larger teams; and general design of military 
organization, to fit missions to be performed. 

22.04 01 04 00 Courtesies, Customs, and Rules of 
Conduct 

Subject matter that is concerned with mili- 
tary courtesy, customs, and rules of conduct. Empha- 
sized in instruction are a brief Introduction to the 
punitive address and -titles, insignia of grade, and 
honors to the National Anthem and to the flag; display 
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assembly, functioning operations, stoppages and im- 
mediate action; spareparts, accessories, ammunition, 
care and cleaning; and familiarization with fue bayo- 
net, the hand-grenade, and the M79 grenade launcher. 

* » 

22.04-01 09 00 Marksmanship 

Study and practice 'of the principles of 
marksmanship. Included are demonstrations and stu- 
dent participation in sighting /\nd aiming positions, 
trij^er-'squeeze, sling adjustment, range procedures, and 
emphasis on safety precautions; range practice with the 
caliber .22 rifle; and matches and competition with the 
caliber .22 rifle as practicable. 

22.04 01 99 00 Other Military Training I 

Include here other organized subject matter 
and experiences emphasized in Military Training I 
which are not listed above. (Specify.) 

22.04 02 00 00 Military Training II 

An extension of Military Training I, including 
classioom instruction and application in and out of ■ 
school emphasizing aspects of basic military training 
such as Leadership, Drill and Exercise of Command; 
Small Unit Infantry Tactics; Map Reading and Use of 
"the Compass; and . Individual Training for Atomic 
Warfare. 

^22.04 02 01 00 Military Organization 

A reyiew of previous instruction in military 
organization. Extended emphasis is on organization of 
the rifle platoon of the rifle company, a brief resume 
of the position of the rifle company in the infantry 
battalion, and the position of the battalion in the 
infantry regiment. Attention is given to the position of 
the Marine Corps in the national defense.structure. 

22.04 02 02 00 Leadership, 'Drill, and Exercise of 
Command " * 

■i * An extension of previous instruction in 

leadership, drill, and exercise of command. Morale, 
essentiality of leadership, command presence, under- 
standing people, and drill of the Marine with and 
without arms are emphasised. Also included are squad 
and platoon drill, parades, reviews, inspections, cere- 
monies, interior guard duty, and Marine Corps methods 

of physical training. , 
L 

22.04 02 03 00 Weapons s 

A review of'the M-l rifle and*M-l4 rifle with 
an;extended study of weapons, including the U.S> 

• Pistol Caliber .45 M1911A1: Its characteristics, general 

• data,' disassembly and assembly, safe-handling pro- 



cedures, and functioning. Also provided is familiariza- 
tion* with the tyi-72 light Antitank 'Weapon*. , 

22.G4JD2 04 00 Marksmanship 

\ A review of material and experiences', in 
marksmanship presented during previous'year. Dejno'n- 
stration and student participation in sustafncd\fire 
exercises; effect of wind; scorebook; sight* sitting and 
x target dimensions; and matches and xonipetitionaFwith 
caliber .22 rifle as practicable, are emphasized. * 

» : 

22.04 02 05 00 Small Unit Infantry. Tactics* 

Subject matter and experiences concerned 
with organization of the Marihfe rjfle squa^J-, empha- 
sizing duties of each squad mtynber' antl tlie organiza- 
tion patrols. Included are ami and hand signals; 
individual protection of the Marine;'elementary camou- 
flage; duties of scouts and leaders, seating by day and 
night, information, and observing arid reporting; form 
of reports; prisoners, principles of security, ,^nd -out- 
guards and outposts; tactics of the squad on "attack/- 
defense; security missions, including troop-leadrg pro- 
cedure, ordets, and defense of obstacles; and technique 
of fire of the individual and the squad. 

22.04 02 06 00 Map Reading and Use of the Com- 
pass 

Subject matter and experiences which pro- 
vide an introduction to map reading and uses of the 
compass. Marginal information, conventional signs, 
military symbols, measuring nuip distances, grid coordi- 
nates, elevation, locating and direction, determining 
direction with and without compass, orientation of 

maps, and preparation of overlays are included. 
» 

22.04 02 07 00 Individual Training for Atomic War- 
fare 

Subject. matter which is concerned with the 

general characteristics of atomic warfaro.and individual 

protective measures and techniques. Emphasized in 

instruction are the effects and damages that atomic 

weapons, produce; limitations and capabilities of 

atomic weapons; and individual actions required when 

. atomic weapons are utilized. 

t 

22.04 02*99 00 Other Military Training II 

Include here other organized subject matter 
and experiences emphasized in Military Training II 
which are not listed above. (Specify.) 

22.04 03 00 OOi Military Training HI 

An extension of Military Training I and II, 
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including classroom instruction and application in and 
<ftit of school emphasizing aspects of basic military 
. training sudi as^listory and Traditions of the Marine 
, Corps; Leadership, prill, and Igcercise of Command; 
W^ponsf Marksmanship; Maps and Aerial Photographs; 
Smalt Unit Tactics; Infancy; Military Teaching 
^ Methods; New Developments; Organization of the 
Marine Corps; and Military Seiyice: Opportunities/ 
Oblkation§,and*Benefits. 
t 

22.04 03 01 00 History and Traditions of the Marine 
" * • • Cotps * ^ 

. * Subject matter comprised of a short resume. 

of Manner-Corps history and expansion of Marine Corps' 
^ campaigns aiuf battles during World War II, Korea, and * 
7- Vietnam, pipgraphical sketches of prominent Marine 
leaders, past and present; specific exampbs of personal' 
heroism and* tint gallantry in ithe JMari'ne * Corps; 
hardships endured and sacrifices mad* by the Marine 1 ' 
COrps for the Nation; famous mottoes, slogans, and 
colorfuNtraditions of the Marine Corps; contributions 
of -the Marine Corps to the Nation throughout history 
in defenfc ot the country; anfl the role of tlle'Marme'in 
a democracy are emphasized. Also included in instruc- 
tion is a 'svicw of the Code of Conduct for members of 
< the Armed Forces of rfie United States. 

22.04.Q3 02 00 Leadership, Drill, and 'Exercise of 
* v * Command - • 

£n extension of previous instruction in 
leadership, drill, and exercise of command. Psycho- 
logical factors of* leadership, actions of a leader, 
self-analysis, and attitudes of officers and noncommis- 
sioned officers: preparation for cojnmand, communica- " 
•tion of orders, and methods of giving coTnmands; 
platoon and company drill, parades^ reviews; and 
inspections and ceremonies are emphasized. 



22.04.03 03 00 Weapon? 

* A review of weapons studied during the first 
and second years with emphasis on the M-14 rifle. 
Instruction provides for a brief familiarization with ttie 
machine gun 7.62 mm M-K50, the 60mm and 81mm 
mortars, and the 106mm recoilless rifle, including 
characteristics, capabilities, anfl types of ammunition. 

22.04 03 04 00 Marksmanship 

A review of the rifle marksmanship. Addi- 
tional (raining includes sighting and aiming; positions, 
trigger squeeze, sustained fire, windage, scorebook, and 



"sight, setting; ^stimulation of interest in -marksmanship 
through range practice; and matches and competitions 
utilizing small-bore facilities as available. 

♦ « 

22.04 03 05 00 Maps and Aerial Photographs 

w Subject matter designed to provide .V* 
thorough review of previous instruction in map skills! 
A brief introduction to aerial photographs and photo- 
maps, including'the types used by the' Marine Corps, 
identification, drienuriion, and uses are emphasized. 

22.04 0? 06 00 Small UnitTactics: Infantry \; 

Subject matter designed to proviclJ a brief'* 
rpview of previous instruction in small unit tactics. 
CoSnbat formations- of the fifle plktoon/including arm 
.and hand signals; duties of .the platoon leader; thetifle 
.platoon, reinforced with elements of the weapons, 
platoon in the attack, defense, and withdtawal-includ- 
ing the use- of firepower, ( reconnaissance, security 
measures, and combat intelligence; the use of cover, 
concealment, and observation; and^ battlefield firing 
positions are all emphasized. * 

22.04 03 07 00 Military Teaching-Methods ' / ' 
* Subject mattcj^comprising an IntTodjrfction 
to military teaching 'methods. Included are selected 
"tsp.ects of instructionaK techniques and used in plan- } 
ning and presenting instruction; speech techniques for 
the instructor; tk<? construction and use of lesson'plans 
# and graining aid$; and familiarization, of cadets with 
methods of military instruction to .enable, them to 
conduct elementary instnje^n in basic" military sub- 
jects. 'I 



22.04 03 .08 00 New Developments - 

Subject matter concerned with current un- 
classified developments in organizations, tactics, 
weapons, tQchniques,andmaterial of the Marine Corps. 
Methods used to develop new equipment are also 
included. * 

* * * 

22.04 03 09 00 Organization of the Marine Corps* ; 

A study of the mission and role of the 
Marine Corps. The supply, service, and maintenance 
contributions of the technical and administrative serv- 
ices, including close combat support, are emphasized. 

2204 03 10 00 Military Service: Opportunities, Ob- 
ligations, and Benefits 
Subject matter which emphasizes opportuni- 
ties for both officer and .enlisted careers, in tire Marine 
Corps. The Selective Service Act of 1948, the Universal 
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Military Training" and Service Act, and tfie J&rine ' 
Corps Reserve are'studied. Information on the United 
States Navaf Academy (bsNA),-melOding opportunity 
for appointment, histofy, and traditions of the^U§NA 
.Corps r Midshipmen; information, concerning the 
NROTC (Marine : Option) prografti ,and *tl\e N^val 
Enlisted Scientific Education Program* (NESEP); and 
general infornYatWn on the Marine Corps Officer Candi- 
date and Platopn Leaders Course Programs, and the War- 
rant Officerand LDO Programs, are emphasized, r A *• 



52.04 03 99 00 OthJ^MIitary Trainii\g HI * 

Include here bthcr organised subject matter 
and- experiences emphasizad in Military Training III 
which are nctriisted above. (Specily.) 

■ * * 
'22.04*99,00 00 Other Marine Corps Junior tfOTC 

Include here other subjegt^ matter a> d t es-* 
periences emphasized 'in the Marine Corps- Junior 
ROXC which are not listed or classifiable in one t3f the 
above categories. (Specify.) , fc ^ 
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